Branch Banking Services

External Services
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1.

Acceptance of Online Collection Payments

This covers the acceptance of government payments by individuals, government
and private institutions at any LBP Branch nationwide.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

. Properly accomplished Online
Collection (On-Coll) Payment Slip
(Four [4] copies)

Individuals, Government and Private Institutions

LBP Branch Lobby

valid and
accurate set of
requirements as
indicated above

accuracy of
information in
the On-Coll
Slip and the
cash/check/
details of
deposit
account for
payment;
once in order,
process the
transaction

2. Cash/Check Payment Customer

3. Deposit Account Depositor

4. Details of collection and other As required by the government entity to which
Supporting Documents payment is made

AGENCY FEES TO PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

1. Proceed to person | 1.1 Receive and As 30 Minutes Teller
responsible once verify specified CASA Bookkeeper,
called and present completeness, | in the LBP Branch
the complete, validity and MOA
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

None 1.2 Provide None Teller

customer/ CASA Bookkeeper,

depositor with LBP Branch

a copy of the

validated

payment slip

and the

corresponding

attachment

2. Receive validated None None None None
payment slip and
corresponding
attachment as
applicable
TOTAL As 30 Minutes
specified
in the
MOA
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Availment of Loan Against Hold-out on Deposit

This service includes the processing of application for new loan or renewal of
existing loan against hold-out on deposit and/or assignment of investment in
Government Securities by a depositor at the Branch of Account.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business

For Individuals:

Individuals, Private Institutions

1.

Copy of evidence of deposit- Certificate
of Time Deposit (CTD), Passbook,
Confirmation of Sale

Issued by the Bank upon Account Opening

Loan application and approval form (1
copy)

Terms and Condition (1 copy)

Original Notarized Promissory Note
with Deed of Assignment (One [1] set)

Signed Disclosure Statement (One [1]
set)

Signed Discount Sheet (One [1] set)

Signed Authority to Debit Deposit
Account used as Collateral (1 copy)

Signed Waiver Against Data Privacy
Act and Confidentiality (1 copy)

Signed Declaration of Government
Securities Pledge Transactions (1
copy), if applicable

10. Lien Instruction (1 copy)

Standard format provided by the Bank upon
application

11. Settlement Account

Nominated by the Loan Applicant

For Private Institutions
In addition to the above documents, the following shall be submitted:

1.

Secretary’s Certificate attesting to the
issuance of a board resolution
authorizing the borrowing as well as
the assignment of deposits with hold-
out as security

Customer
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CHECKLIST OF REQUIREMENTS WHERE TO SECURE
2. In case when the assignor corporation
is different from the borrower,
Secretary’s Certificate attesting to the
issuance of a board resolution, and
stockholders’ resolutions authorizing
the assignment of deposits with hold-
out to secure the loan of the borrower
(specifically identified in the resolution)
with the Bank
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to Advance 2 Hours, CA/SA Bookkeeper/
person customer Interest 30 Minutes Salary Loan
responsible to concern; if Bookkeeper/
determine loan applicant | Applicable Document Examiner,
eligibility to avail is found DST as LBP Branch
of the product; eligible, and all | imposed
receive the by BIR
requirements requirements
above for are complete Notarial
accomplishment and in order, Fee
process the
transaction
None 1.2 Review and None 1 Hour Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
accordingly (BOO)/ Branch Head
(BH),
LBP Branch
2. Affix signature on | 2.1 Credit the None 25 Minutes CA/SA Bookkeeper,
applicable proceeds of LBP Branch
documents the loan to
settlement
account as
nominated by
the customer
None 2.2 Provide a None 5 Minutes CA/SA Bookkeeper,
copy of the LBP Branch
credit memo
and other
documents

Page B-5




AGENCY FEES TO [PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
3. Receive None None None None
proceeds/loan
documents as
applicable
TOTAL | Advance 4 Hours
Interest
Applicable
DST as
imposed
by BIR
Notarial
Fee
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3.

Bond Redemption and Interest Payment for Agrarian Beneficiaries

For Individuals:

LBP Branch

Simple

G2C — Government to Citizen

Individuals

1.

A copy of the original Bond Certificate

2.

Original Redemption/Interest Coupon

Issued by the Bank upon Investment

3.

Properly accomplished and signed
Bond Redemption and Interest
Voucher (BRIV) (One [1] set)

Valid photo bearing government-issued
ID in the name of the payee/s (One [1]

copy)

Note: Please see Annex A below for
complete list of Acceptable IDs

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

Branch personnel
responsible once
called and submit
the complete,
valid and accurate
set of
requirements as
indicated above

Stop Payment
and Pledged
Bond System
(SPPBS) if the
Bond Serial
Number and/or
the name of
the bondholder
are included in
the list

- If not included,
process
payment of
interest and
maturities

5. Notarized Special Power of Attorney Customer

(SPA) (One [1] original copy) plus valid

photo bearing government-issued ID of

the representative, if applicable (One

[1] original

AGENCY FEES TO PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Verify against None 40 Minutes New Accounts Clerk

(NAC),
LBP Branch
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

If included,
defer the
processing
and inform
bondholder/
Attorney-in-
fact (AIF) on
the adverse
notice

None

None

1.2

Check proper
accomplish-
ment of BRIV
and forward to
Document
Examiner,
together with
the bond
certificate for
verification,
then to
Bookkeeper
for the
computation
of interest and
the
corresponding
tax

None

NAC,
LBP Branch

NAC,
LBP Branch
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AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON

CLIENT STEPS RESPONSIBLE

None 1.3 Determine the None 20 Minutes CA/SA Bookkeeper,

interest factor
for the
applicable
interest setting
dates;
compute the
interest due
and amount of
taxes to be
withheld, then
forward to
NAC for
processing, if
no existing
LBP account

LBP Branch

None

1.4

If with existing
LBP account,
prepare Credit
Memo (CM)
to credit the
amount of
bond
redemption
and net
interest due,
and forward to
authorized
signatories for
checking and
approval

None

15 Minutes

CA/SA Bookkeeper,

LBP Branch

Page B-8




CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.5

If no existing
account,
prepare
Manager's
Check (MC)
for the total
amount of
bond
redemption
and net
interest due,
and forward to
authorized
signatories for
checking and
approval

None

15 Minutes

NAC,
LBP Branch

None

1.6

Check
documents,
and if in order,
affix signature,
then forward
to CA/SA
Bookkeeper or
NAC

None

10 Minutes

Branch Service Officer
(BSO)/Branch
Operations Officer
(BOO)/Branch Head
(BH),

LBP Branch

None

1.7

Validate the
CM then
forward the
validated CM
to NAC for
release

None

3 Minutes

CA/SA Bookkeeper
LBP Branch

None

1.8

Release
CM/MC to
bondholder,
together with
the original
copy of Bond
Certificate and
duplicate copy
of BRIV

None

5 Minutes

NAC,
LBP Branch
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AGENCY FEES TO PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Acknowledge None None None None

receipt of CM/MC,

copy of BRIV, and

the Bond

Certificate

TOTAL None 1 Hour
48 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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4. Cash Deposit — (Peso/Foreign Currencies)

This service covers the acceptance of over-the-counter cash deposit from the
depositor or its authorized representative for credit to the account maintained at
the Branch of Account (ON-US) or to any other LANDBANK Branch (Inter-
Branch) nationwide except for third currencies which should be made at the
Branch of Account only.

Notes/Currencies Name of Branches
Peso and US Dollar Notes All Branches
3" Currencies
Yen | LBP Plaza & Buendia

LBP Branch (for third currencies, **selected Branches only)
Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Individuals, Government and Private Institutions

1. A copy of evidence of deposit, as Issued by the Bank upon Account Opening
applicable

2. Properly accomplished Cash Deposit | LBP Branch Lobby
Slip as applicable (PESO, USD or 3™
currency) (Two [2] copies)

3. Cash for Deposit and the applicable Depositor
inter-branch service charge

Notes:

a) In case of deposit above P500,000.00 through a representative, presentation of
one (1) valid photo bearing government-issued ID by the representative is
required.

b) Further, all cash deposits above P500,000.00 requires the disclosure by the
depositor of the Purpose of Deposit

c) If the “Purpose of Deposit” is beyond the originally declared source of
funds/purpose of business relationship, or the amount of deposit is beyond the
expected regular amount of deposit per month, additional supporting documents
may be required.
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Receive and See 24 Minutes Teller,
person verify Annex A LBP Branch
responsible once completeness below

called and present of information,

Duly validity of the

Accomplished deposit

Cash Deposit Slip account, and

together with the accuracy of

Cash for Deposit. cash deposit;

Serial Number/s process the

for third currencies transaction

shall be written at

the back of the

slip.

None 1.2 If applicable, None 5 Minutes | Branch Service Officer
review and (BSO)/Branch
approve the Operations Officer
transaction (BOO)/Branch Head

: BH),
accordingly LBP( Brénch

None 1.3 Provide the None 1 Minute Teller,
depositor/ LBP Branch
authorized
representative
with a copy of
the validated
cash deposit
slip

2. Receive a copy of | None None None None
the validated Cash

Deposit Slip

TOTAL See 30 Minutes
Annex A
below
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Annex A
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Bank Ceortification on Deposit Balances PHPZ00.00/
{for all kinds of bank deposit certification except those covered in MOAMOLY certification
Bank Guarantese Against Deposit (BGALDY) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHPS00,000.00 PHPS00.00 PHP,000.00
Depositors = PHPS00,000.00 Waived Waived
Non-LANDBANEK Clients/
Depositors - PHP1,500.00 PHP,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
pricerree
Perzonal Checkbook (Booklet of 50 pes.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHPG00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Chack PHPS0.00
Gift Check PHP5E.00

Continuouws Form Check/Othar Customized Checks

To be based on the approved
amrangements and design per
Mamorandum of Agreement

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP40.00
Pull-out by depositor PHPA Q0.0
Rasetting of Cradit Date PHPA 0000

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 29" PHPA,000/year
b) 3" x 10" x 24" PHPA,200/year
c) 5" x10" x 24" PHPA,400/year
d) 107 x 10" =% 24™ PHPA,800/year

2] Any other sizes not specified

For BBS Head Approwval

Conditions on the use of SDB:

2. Rental Fee iz waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDE
4. SDB contract is valid for two (2) years

1. To avail of SDB, depositor must have account’s with total ADB of at least PHP200,000
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5. Check Deposit

This service covers the acceptance of over-the-counter check deposit from the
depositor or its authorized representative for credit to the account maintained at
the Branch of Account (ON-US) or to any other LANDBANK Branch (Inter-
Branch) nationwide.

This includes the acceptance of the following checks issued by LANDBANK and
its depositors or by the depositors of other Banks.

a. Regular checks

b. Modified Disbursement System (MDS) checks
c. Gift Checks

d. Manager's Checks

ON-US Deposit Check/s for deposit is/are drawn against the Branch of Account
(where the account is maintained) and deposited on the same
Branch

Inter-Branch Deposit | Check/s for deposit is/are drawn against other LANDBANK
Branch or other Banks and deposited at any LANDBANK Branch
other than the Branch of Account

LBP Branch
Simple
G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Individuals, Government and Private Institutions

1. Copy of evidence of deposit, as Issued by the Bank upon Account Opening
applicable

2. Properly accomplished Check Deposit | LBP Branch Lobby
Slip (Two [2] copies)

3. Check for Deposit and the applicable Depositor
Inter-Branch service charge

4. Account number to where the check is
to be deposited legibly written at the
back of the check

Notes:
a) Check deposit above P500,000.00 through a representative shall require presentation of one

(1) valid photo bearing government-issued ID by the representative.

b) Further, all check deposits above P500,000.00 requires the disclosure by the depositor of the
Purpose of Deposit.
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c) Ifthe “Purpose of Deposit” is beyond the originally declared source of funds/purpose of
business relationship, or the amount of deposit is beyond the expected regular amount
of deposit per month, additional supporting documents may be required.

AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Receive and See 12 Minutes Teller,
person verify Annex A LBP Branch
responsible once completeness, below
called and present validity and
properly accuracy of
accomplished information on
Check Deposit the check
Slip together with deposit slip;
the Check/s for the check/s for
Deposit deposit, if in
order process
the transaction
None 1.2 If applicable, 2 Minutes Branch Service Officer
review and (BSO)/Branch
approve the Operations Officer
transaction (BOO)/Branch Head
; BH),
accordingly LBF( Brimch
None 1.3 Provide the 1 Minute Teller,
depositor/ LBP Branch
authorized
representative
with a copy of
the validated
check deposit
slip
2. Receive a copy of | None None None None
the validated
Check Deposit
Slip
TOTAL See 15 Minutes
Annex A
below
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Annex A
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Bank Certification on Deposit Balances: PHP200.00/
{for all kinds of bank deposit certification except those coverad in MOAMNOLY) certification
Bank Guarantae Against Deposit (BGAD) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHP&00,000.00 PHPS00.00 PHP1,000.00
Depositors = PHPS00,000.00 Waived Waived
Non-LANDBANK Clients/
Depositors - PHP1,500.00 PHPA,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
Prcerree
Parsonal Checkbook (Booklet of 50 pcs.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHPS00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00. 00
Manager's Check PHPE0.00
Gift Check PHP55.00

Continuous Form Check/Other Customized Chacks

To be based on the approved
amrangaments and design per
Memorandum of Agresment

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP10.00
Pull-out by depositor PHPA 00,00
Reasetting of Credit Date PHPA 00,00

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 24" PHP1,000/year
b) 3" x10" x 24" PHPA, 200/ year
c) 5" x10" x 24" PHPA,400/year
d) 10" x 10" x 247 PHPA,800/year

2) Any other sizes not specified

For BBES Head Approval

Conditions on the use of SDB:

2. Rental Fee is waived if ADB is at least PHP1.0M at any time

3. Depaosit for the key is PHP2,000 regardless of size of SDE
4. SDB contract is walid for two (2) years

1. To awail of SDB, depositor must have account's with total ADB of at least PHP200,000
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6. Check Deposit — Foreign Currency

This service covers the acceptance of foreign currency check from the depositor
or its authorized representative for credit to the account maintained at the Branch
of Account.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

1. Copy of evidence of deposit, as

Individuals, Government and Private Institutions

Issued by the Bank upon Account Opening

called and present
the documents

validity and
accuracy of
information on
the check then

prepare

Receipt for
Collection
Items (RCI)

1.2 Request the
depositor to
sign on the
conforme

portion

applicable
2. Check for Deposit Depositor
3. Account number to where the checkis | Depositor
to be credited legibly written at the
back of the check
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Receive and See 5 Minutes NAC,
person verify Annex A LBP Branch
responsible once completeness, below
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Sign on the 2.1 Forward the None 2 Minutes NAC,
conforme portion RCI with the LBP Branch
of the RCI check to BOO
or BSO
None 2.2 Review and None 2 Minutes Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
; (BOO)/Branch Head
accordingly (BH),
LBP Branch
None 2.3 Provide the None 1 Minute NAC,
depositor the LBP Branch
original copy
of the RCI
3. Receive the None None None None
original copy of
the RCI
TOTAL See 10 Minutes
Annex A
below
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Annex A
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Bank Ceartification on Deposit Balances PHE200.00/
{for all kinds of bank deposit certification except those covered in MOAMOLY carnification
Bank Guarantee Against Deposit (BGAD) PHP400.00
B. Request for Video [CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING

LANDBAMK Clionts, = PHP500,000.00 PHPS500.00 PHP1 ,000.00
Dapositors > PHPS00,000.00 Waived Waived
Non-LANDBANEK Clients/

ositors - PHP1,500.00 PHP ,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
Prcerfee
Pearsonal Checkbook (Booklet of 50 pes.) PHP300.00
Commsrcial Checkbook (Booklet of 100 pcs.) PHPE00.00
MDS Checkbrook (Booklet of 100 pcs.) PHPE00.00
Manager's Chack PHPE0.00
Gift Check PHP55.00

Continuous Form Cheack/Other Customized Chacks

To be based on the approved
arangaements and design per
Memorandum of Agreement

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP10.00
Pull-out by depositor PHP100.0:0
Reasctting of Cradit Date PHPA 0000

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 24" PHPA,000/year
b) 3" x10" x 24" PHPA,200/year
c) & x 10" x 24" PHP1,400/year
d) 10" x 10" x 24™ PHPA,800/year

2] Any other sizes not specified

For BBS Head Approval

Conditions on the use of SDB:

2. PBental Fes is waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHPZ2,000 regardless of size of SDE
4. SDB contract is valid for two (2) years

1. To avail of SDB, depositor must have account/s with total ADB of at least PHP200,000
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7.

Claim of Remittance Proceeds

This covers incoming remittances from foreign and domestic sources which can
be either for credit to the account or paid directly to the identified benéeficiary.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G - Government to Government

For Individuals

Individuals, Government and Private Institutions

1.

Valid photo bearing government-issued

ID in the name of the
customer/authorized
to be presented) (On

signatory (original
e [1] photocopy)

Note: Please see Annex A below for

complete list o

f Acceptable IDs

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

Form (RCF)

2. Properly filled-out Remittance Claim

LBP Lobby Counter

For Government and Private Institution

1.

Deposit Account

LANDBANK Branch

AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Fill-out the 1.1 Perform None 10 Minutes New Accounts Clerk
Remittance Claim (know-your (NAC)/ Branch
Form (RCF), and customer) Service Officer
o
following - procedures (BOO)/Branch Head
mandatory details: and forward (BH),
RCFto LBP Branch
e Reference Maker; Affix
Number signature in
e Remitter's Name the
o Beneficiary’s “Processed
Name by” portion of
e Amount Expected the RCF
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.2

Forward the
RCF to
Authorizer for
approval of
payment. If in
order, affix
signature in
the “Approved
by” portion of
the RCF and
authorize the
cash pick up
transaction
thru the
LBRS. Print
the
Remittance
Acknowledge
ment Receipt
(RAR) from
the LBRS in
triplicate
copies and
affix signature
on the same

None

10 Minutes

NAC/BSO/
BOO/BH,
LBP Branch

None

1.3

Upon
verification,
forward the
RAR together
with the RCF
to the
Cashier/
Branch Head
for approval of
payment

None

10 Minutes

NAC/BSO/
BOO/BH,
LBP Branch
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.4 Approve the
RAR by
affixing
signature and
forward the
same together
with the RCF
to the Teller/
Bookkeeper
for payment/
crediting to
account

None

15 Minutes

Teller/
Bookkeeper/ BH,
LBP Branch

2. Receive proceeds/

pay-out from
Branch Teller

None

None

None

None

TOTAL

None

45 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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Closure of Deposit Account

This service includes closing of Peso, Dollar, Yen (Third Currency) and both
Savings (SA) and Current Account (CA), Easy Savings Plus (ESP), High Yield
Savings Account (HYSA), Certificate of Time Deposit (CTD).

Closing of deposit account shall be done personally by the depositor/authorized
signatory/ies at the Branch of Account. Inter-branch closure for Individual
Account may be allowed. For Institutional Customers, notarized Board
Resolution/Secretary’s Certificate shall be required.

Account subject of closure shall be checked if it is free from liens or
encumbrances and/or any hold-out, withdrawal restrictions or special instruction
that could prevent payment.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Individuals, Government and Private Institutions

. Individual (Single or Joint) Peso or Issued by the Bank upon Account Opening
Dollar

ATM Card/ Passbook/Certificate of
Time Deposit (CTD) Branch of Account or any LBP Branches
In case passbook or CTD is lost, a
notarized Affidavit of Loss with
Deed of Indemnity shall be required
to be presented by the depositor

. Institutional Customer (Private /| Institution (Government and Private)

Government) Peso or Dollar
Notarized Board
Resolution/Secretary’s Certificate.
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Present the 1.1 Attend to None 10 Minutes New Accounts Clerk
passbook, ATM customer (NAC)/Teller/
Card, CTD upon concern; if all Document Examiner,
closing. For the LBP Branch
current account, requirements
present the are complete
unused checks for and in order,
perforation. For forward it to
institutional the Document
accounts, present Examiner for
notarized Board verification
Resolution/
Secretary’s
Certificate
indicating intention
to close the
account
None 1.2 Process None 25 Minutes Bookkeepetr/
closing of Branch Service Officer
account, (BSO)/Branch
forward the Operations Officer
documents (BOO)/B;l;e;_rI;ch Head
together with '
the withdrawal LBP Branch
slip or check
to the BSO.
After checking
proceed to the
Bookkeeper
for debiting of
closing
balance
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.3 Review and Closing 30 Minutes Teller/
approve the fee for NAC/ Bookkeeper/
transaction deposit BSO/BOO/BH,
accordingly. accounts LBP Branch
Proceed to closed
Teller for Pay- | within 30
out or calendar
Bookkeeper days from
for crediting of date of
proceeds. opening,
Preparation of | except for
Manager’s HYSA and
Check for TD, shall
Institutional be
customers collected
by the
Branch
None 1.4 Close the None 10 Minutes NAC/
account in the Document Examiner/
System’ Sign BSO/BOO/BH,
and stamp the LBP Branch
CIS/SSC
“account
closed”.
Return the
perforated
passbook/
ATM card to
the depositor
2. Receive the None None None None
proceeds from the
Branch Teller
TOTAL | Closing 1 Hour,
fee 15 Minutes
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9. Domestic Bills Purchase Initiation/Availment

This covers BP Line facility granted to selected Bank depositors. Eligible clearing
checks deposited over-the-counter by the customer shall be treated as outright
credit thus form part of customer’s withdrawable balance for the day.

[nitiation
1. BP Line Agreement Form (One [1] set)

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G - Government to Government

Selected Bank depositors

Issued by the Bank upon approval

form for their
signature to
signify
“‘conforme” on
the Bank’s
Terms and
Conditions
regarding said
facility

Availment Slips provided by the Bookkeeper/ designated
2. BP Line Availment Slip (BPAS) (One | personnel once BP Line Agreement is approved
[1] set) by the Bank
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
Initiation
1. Proceed directly to [1.1 Attend to None 40 Minutes | Branch Service Officer
the office of the depositor’s (BSO)/Branch
Branch Officer for concern; Operations Officer
inquiry provide (BOO)/Branch Head
overview of LBF(BBI_r%nch
the product
being offered
None 1.2 Provide copy None BSO/BOO/BH,
of BP Line LBP Branch
Agreement
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.3 Sign the BP
Line
Agreement
Form and
have it
notarized
Inform the
customer of
the approved
limits

None

None

1.4 Provide
depositor copy
of BP Line
Agreement
Form and
BPAS

None

BSO/BOO/BH,
LBP Branch

BSO/BOO/BH,
LBP Branch

2. Receive copy of
BP Line
Agreement Form
and BPAS

None

None

None

None

TOTAL

None

40 Minutes

Availment

1. Forward check/s
and the duly
accomplished
BPAS to Bank
Teller

1.1 Forward
documents to
Bookkeeper/
designated
personnel to
verify if the
check is
eligible for
deposit and
the amount is
within the BP
Line limit

None

28 Minutes

Teller/
Bookkeeper/
BSO/BOO/BH,
LBP Branch
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AGENCY FEES TO [PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Forward None Teller/
BPAS to Bank Bookkeeper/
Officer for BSO/BOO/BH,
approval LBP Branch
None 1.3 Post None Teller/
transaction in Bookkeeper/
LBP Branch
None 1.4 Provide None 2 Minutes Teller,
customer LBP Branch
validated copy
of BPAS
2. Receive validated | None None None None
copy of BPAS
TOTAL None 30 Minutes
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10. Encashments

This service covers the processing of over-the-counter check encashment made
by the depositor/customer or its authorized representative for debit from the
account maintained at the Branch of Account (ON-US) or at any other
LANDBANK Branch (Inter-Branch) nationwide through the Online Signature
Verification System (OSVS).

LBP Branch
Simple
G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Individuals, Government and Private Institutions

1. Check for Encashment with the | Check issuer
following details at the back of the
check:

a) Name of Payee
b) Complete Present Address
c) Details of IDs Presented
d) Contact No.
e) Signature
2. Valid photo bearing government-issued | Any government agency issuing identification
ID in the name of the payee/s (One [1] | cards (DFA, GSIS, SSS, LTO, PRC, etc.)
original)

Note: Please see Annex A below for
complete list of Acceptable IDs

3. Notarized Special Power of Attorney | Depositor/Customer
(SPA) (One [1] copy original) plus valid
photo bearing government-issued ID of
the Payee/s in case there are multiple
payees in one check (One [1] original),
or of the representative, as applicable.

Note:

For Encashment above P100,000.00 other than the Depositor, confirmation from the Depositor shall
be conducted.
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Receive and None 15 Minutes
person verify
responsible once genuineness
called and present and validity of
the check for check and
encashment with accuracy of
complete details the
and the information at
corresponding ID the back of the
of payee/s check
Up to Teller
£100,000.00 LBP Branch
Above
Document Examiner,
£100,000.00, LBP Branch
then forward
to Teller for
processing
None 1.2 Process the See 10 Minutes Teller,
transaction Annex B LBP Branch
below for
the
Applicable
Inter-
Branch
Service
Charges
None 1.3 If applicable, None 2 Minutes Branch Service Officer
review and (BSQO)/Branch
approve the Operations Officer
transaction (BOO)/Branch Head
: BH),
accordingly LBP( Brénch
None 1.4 Pay the None 3 Minutes Teller,
depositor/ LBP Branch
payee of the
check
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AGENCY FEES TO PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Sign on the None None None None

“‘Payment

Received” portion

at the back of the

check and receive

cash

TOTAL See 30 Minutes
Annex B
below
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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Bank Ceortification on Deposit Balances PHPZ00.00/
{for all kinds of bank deposit certification except those covered in MOAMOLY certification
Bank Guarantese Against Deposit (BGALDY) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHPS00,000.00 PHPS00.00 PHP,000.00
Depositors = PHPS00,000.00 Waived Waived
Non-LANDBANEK Clients/
Depositors - PHP1,500.00 PHP,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
pricerree
Perzonal Checkbook (Booklet of 50 pes.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHPG00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Chack PHPS0.00
Gift Check PHP5E.00

Continuouws Form Check/Othar Customized Checks

To be based on the approved
amrangements and design per
Mamorandum of Agreement

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP40.00
Pull-out by depositor PHPA Q0.0
Rasetting of Cradit Date PHPA 0000

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 29" PHPA,000/year
b) 3" x 10" x 24" PHPA,200/year
c) 5" x10" x 24" PHPA,400/year
d) 107 x 10" =% 24™ PHPA,800/year

2] Any other sizes not specified

For BBS Head Approwval

Conditions on the use of SDB:

2. Rental Fee iz waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDE
4. SDB contract is valid for two (2) years

1. To avail of SDB, depositor must have account’s with total ADB of at least PHP200,000
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11.

1.

Enrolment to/Updating of iAccess (Non-Financial/Financial

Transactions)

A. Online Registration through the iAccess Facility

The iAccess is a retail internet banking facility which allows retail
customers to access his account, perform banking transactions and avail
banking services (i.e., non-financial and bills payment) using an internet
enabled computer or mobile phone.

This mode of enrolment requires the depositor to provide the mandatory
account information through the iAccess Facility. The usual processing of
this application is done by the Branch of Account during the banking off-
peak hours. The application received during Saturdays, Sundays and
Holidays shall be processed the next banking day. The fund transfer
services of the iAccess is not activated through this mode of enrolment.

LBP Branch

Simple

G2C — Government to Citizen

Individuals

Duly filled out account information

iAccess Home Page

details
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Log-in to the 1.1Review None 5 Minutes New Accounts Clerk
iAccess Online iAccess back- (NAC),
Enrolment Module end application LBP Branch
and fill out all for any request
mandatory for registration
information and
submit the same
for processing
None 1.2 Validate None 20 Minutes NAC,
information LBP Branch
provided by
the depositor
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Note: Information
provided by the
depositor should
be the exact
matched of
records reflected
in the Customer
Information —
Central Liabilitity
System,
otherwise,
immediately notify
the depositor
through email of
the discrepancies/
findings.

None

1.3

If found in
order, submit
enrollment
transaction in
the system to
the
BSO/BOO/
BH review
and approval

None

2 Minutes

NAC,
LBP Branch

None

1.4

Review and
approve the
iAccess
enrolment

None

3 Minutes

Branch Service Officer
(BSO)/Branch
Operations Officer
(BOO)/Branch Head
(BH),

LBP Branch of
Account or Servicing
Branch

TOTAL

None

30 Minutes
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B. Enrolment through Personal Appearance to any
LANDBANK Branch

The iAccess is a retail internet banking facility which allows retail
customers to access his account, perform banking transactions and avalil
other banking services using an internet enabled computer or mobile
devices.

This mode of enrolment requires the depositor to visit any LANDBANK
Branch to avail banking services available in the iAccess facility.

LBP Branch

Simple

G2C — Government to Citizen
Individuals

1. LPA and iAccess Enroliment and LBP New Accounts Counter
Maintenance Agreement Form
2. Photocopy of one (1) valid photo Any government agency issuing identification
bearing government-issued ID in the cards (DFA, GSIS, SSS, LTO, PRC, etc.)
name of the customer/authorized
signatory (original to be presented)
Note: Please see Annex A for complete
list of Acceptable IDs.
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1. Attend to None 10 Minutes New Accounts Clerk
New Accounts customer (NAC),
Counter when concern LBP Branch
queuing number is
called
2. Customer fills out | 2.1 Conduct KYC None 20 Minutes NAC,
and submit the procedure and LBP Branch
duly accomplished review the
LPA and iAccess duly
Enroliment and accomplished
Maintenance LPA and
Agreement Form iAccess
and presents one Maintenance
(1) valid photo Agreement
bearing ID Form
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

2.2 Forward the
documents
with the
customer’s 1
valid photo
bearing ID to
the Document
Examiner

None

NAC,
LBP Branch

None

2.3 Conduct
verification on
the
documents
received and
forward to
NAC the
verified
documents for
processing

None

7 Minutes

Document Examiner,
LBP Branch

None

2.4 Validate for
the following:

a. whether
the
customer
has
existing
eligible
account/s
maintained
with other
Branch
that he/she
wishes to
be enrolled
in the
iAccess
facility; or

None

10 Minutes

NAC,
LBP Branch
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
b. whether
customer
has
existing
iIAccess
account to
link the
new
account
. Input an iAccess 3.1 Process the None 10 Minutes NAC,
ID, password and verified LBP Branch
answer to any one documents in
of the challenge the iAccess
questions
None 3.2 Refer the None NAC,
enrolment LBP Branch
application to
the Branch of
Account or
Servicing
Branch, if
applicable
None 3.3 Review and None 3 Minutes Branch Service Officer
approve the (BSO)/Branch
iAccess Operations Officer
BOQ)/Branch Head
enrolment (i ) (BH)
LBP Branch of
Account of Servicing
Branch
TOTAL None 1 Hour
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C. Fund Transfer Activation and Customer Information
Updates through Branch Appearance

This service is applicable for customer-initiated account maintenance to
the iAccess facility which include depositor's personal details (e.g.,
surname, address, e-mail address, TIN, birthdate, etc.), activation of fund
transfer services or addition/revision of third-party account through the
customer personal appearance to any LANDBANK Branch.

LBP Branch

Simple

G2C — Government to Citizen

Individuals

1. LPA Access and iAccess Enroliment LBP New Accounts Counter
and Maintenance Agreement Form

2. One (1) valid photo bearing Any government agency issuing identification
government-issued ID in the name of cards (DFA, GSIS, SSS, LTO, PRC, etc.)
the customer/authorized signatory
Note: Please see Annex A for complete

list of Acceptable IDs.

3. Documentary requirements to support | Any government agency or institution issuing
information updates, if necessary (e.g., | documentary requirements (e.g., PSA, BIR, etc.)
Marriage Certificate, Birth Certificate,

Proof of Billing, etc)
AGENCY FEES TO | PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

1. Proceed to the 1. Attend to None 10 Minutes New Accounts Clerk
New Accounts customer (NAC),
Counter when concern LBP Branch
queuing number is
called
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Customer fills out |2.1 Conduct KYC None 20 Minutes NAC,
and submit the procedure and LBP Branch
duly accomplished review the duly
LPA Access and accomplished
iAccess LPA Access
Enrollment and and iAccess
Maintenance Maintenance
Agreement Form Agreement
and presents one Form
(1) valid
government
issued photo
bearing 1D
None 2.2 Forward the None NAC,
documents LBP Branch
with the
depositor’s
one (1) valid
government
issued photo
bearing ID to
the Document
Examiner
None 2.3 Conduct None 5 Minutes Document Examiner,
verification on LBP Branch
the documents
received and
forward to
New Accounts
Clerk the
verified
documents for
processing
None 2.4 Validate for None 2 Minutes NAC,
specific LBP Branch
request of
customer
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 2.5 Process the None 10 Minutes NAC,
verified LBP Branch
documents in
the iAccess
None 2.6 Refer the None NAC,
enrolment LBP Branch
application to
the Branch of
Account or
Servicing
Branch, if
applicable
None 2.7 Review and None 3 Minutes Branch Service Officer
approve (BSO)/Branch
account Operations Officer
updates if (BOO)/Béa;_II?ch Head
found in order LBP {Brag{ch of
Account or Servicing
Branch
None 2.8 Inform the None 3 Minutes NAC,
depositor-of LBP Branch
the updates
effected into
his/her
account
TOTAL None 53 Minutes
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D. Fund Transfer Activation and Customer Information
Updates through e-mail of the duly accomplished
Enrolment requirements to the Branch of Account

This service is applicable for the information updates to the iAccess facility
which include depositor’s personal details (e.g., surname, address, e-mail
address, TIN, birthdate, etc.), activation of fund transfer services or
addition/revision of third-party account for fund transfer services.

The LPA and iAccess Enrollment and Maintenance Agreement Form is
available from the iAccess home page. The duly filled out form shall be
submitted through email to the official email address of the Branch of
Account for processing and approval. The usual processing of this
application is during the banking off-peak hours. The application received
on weekends and holidays shall be processed the next banking day.

LBP Branch

Simple

G2C - Government to Citizen

Individuals

. LPA and iAccess Enrollment and

Maintenance Agreement Form

iAccess Home Page

. Scanned copy of one (1) valid photo
bearing government-issued ID in the
name of the customer/authorized
signatory

Note: Please see Annex A for complete
list of Acceptable IDs.

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

. Scanned copy of documentary
requirements to support information
updates, if necessary (e.g., Marriage
Certificate, Birth Certificate, Proof of
Billing, etc)

Any government agency or institution issuing
documentary requirements (e.g., PSA, BIR, etc.)
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Forward through
the Branch of
Account official e-
mail address the
scanned or clear
picture copy of the
following:

a. duly filled out
LPA and
iAccess
Enrollment and
Maintenance
Agreement
Form,

b. 1 valid photo
bearing
government
issued ID, and

c. documentary
requirements
to support
information
updates, as
applicable

1.1Retrieve,
download and
print the
enrollment
documentation

None

5 Minutes

New Accounts Clerk
(NAC),
LBP Branch

None

1.2 Validate
information
provided by
the depositor

None

20 Minutes

NAC,
LBP Branch
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Note: Information
provided by the
depositor should
be the exact
matched of
records reflected
in the Customer
Information —
Central Liabilitity
System,
otherwise,
immediately notify
the depositor
through email of
the discrepancies/
findings.

None

1.3

Forward the
documents to
the Document
Examiner

None

NAC,
LBP Branch

None

1.4

Conduct
verification on
the
documents
received and
forward to
NAC the
verified
documents for
processing

None

5 Minutes

Document Examiner,
LBP Branch

2. Provide the
appropriate
information
necessary for the
conduct of the
Bank’s due
diligence
procedures

2.1

Conduct an
outbound call,
if necessary,
to establish
further the
identity of the
customer

None

15 Minutes

NAC,
LBP Branch
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS | AcTiONS BE PAID TIME RESPONSIBLE
None 2.2 Process the None 5 Minutes NAC,
verified LBP Branch
documents in
the iAccess
None 2.3 Refer the None NAC,
enrolment LBP Branch
application to
the Branch of
Account or
Servicing
Branch, if
applicable
None 2.4 Review and None 3 Minutes Branch Service Officer
approve the (BSO)/Branch
iAccess Operations Officer
BOO)/Branch Head
enrolment (BOO) iy
LBP Branch of
Account or Servicing
Branch
None 2.5 Inform None 5 Minutes NAC,
customer LBP Branch
through email
of the account
maintenance
performed in
connection
with the
depositor’s
request
TOTAL None 58 Minutes
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Annex A

Official identification documents shall include any of the following:

1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport

Driver's License
Professional
Regulation
Commission (PRC)
ID

Government Service
Insurance System
(GSIS) e-Card
Social Security
System (SSS) Card
Voter's ID
Philhealth ID
Seaman’s Book
PhillD

Maritime Industry .
Authority (MARINA) ID
National Bureau of
Investigation (NBI)
Clearance

Police Clearance
Postal ID .
Tax Identification Number
(TIN) card

Integrated Bar of the
Philippines (IBP) ID

Senior Citizen Card .
Barangay Certification

Overseas Workers Welfare
Administration (OWWA) ID
Overseas Filipino Workers 1D
Department of Social Welfare
and Development (DSWD)
Certification

Certification from the National
Council on Disability Affairs
(NCDA), per Bangko Sentral
ng Pilipinas Circular No. 792,
Series of 2013

Birth Certificate issued by the
Philippines Statistics
Authority (PSA)

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

e o o @

PhillD,
Passport,

Alien Certificate of Registration,
Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

3. For Filipino Students

L]

PhillD

+ School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional

document)

¢ Birth Certificate issued by the PSA
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12. Enrolment to LANDBANK Phone Access

An electronic banking facility that allows LBP Customers make self-service
transactions through landline or mobile phone.

LBP Branch

Simple

G2C — Government to Citizen
Individuals

1. LPA Access and iAccess Enroliment Pro-forma provided by the Bank
and Maintenance Agreement Form
2. Photocopy of one (1) valid photo Any government agency issuing identification
bearing government-issued ID in the cards (DFA, GSIS, SSS, LTO, PRC, etc.)
name of the customer/authorized
signatory (original to be presented)
Note: Please see Annex A below for
complete list of Acceptable IDs.
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to None 5 Minutes New Accounts Clerk
New Accounts customer (NAC),
Counter when concern LBP Branch
his/her queuing
number is called
None 1.2 Conduct KYC None 10 Minutes NAC,
procedure and LBP Branch
review the
duly
accomplished
LPA Access
and iAccess
Enrolment
and
Maintenance
Agreement
Form
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.3

Forward the
documents
with the
customer’s
one (1) valid
photo bearing
ID to the
Document
Examiner

None

NAC,
LBP Branch

None

1.4

Conduct
verification on
the
documents
received and
forward to
New Accounts
Clerk the
verified
documents for
processing

None

5 Minutes

Document Examiner,
LBP Branch

None

1.5

Process the
LPA Access
enrolment and
encode the
10-digit
account
number for
enrolment and
request
customer to
input to a 4-
digit TAN

None

15 Minutes

NAC,
LBP Branch

None

1.6

Validate,
review and
approve the
enrolment to
the LPA
System

None

5 Minutes

Branch Service Officer
(BSO)/Branch
Operations Officer
(BOO)/Branch Head
(BH),

LBP Branch
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AGENCY FEES TO |PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Input the 4-digit None None None None
TAN in the LPA
System
TOTAL None 40 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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13. Handling of Customer’s Complaint

This covers the following complaints:

a. Misposted transaction made by customer using the ATM/MBAJ/i-Access
facility (wrong destination account number or excess amount transferred).
b. Unauthorized Transaction thru e-Channels

o

the Proceeds of

Mastercard (MC) Credit Card Dispute
d. Shortage on
Encashment

(Over-the-Counter)

e. Undispensed ATM Cash Withdrawal

OTC Withdrawal/

LBP Branch

Simple

G2C — Government to Citizen

1. Properly accomplished
Complaint/Dispute Form

Individuals, Government and Private Institutions

New Accounts Counter or download at

https://www.landbank.com/forms

2. Photocopy of one (1) valid photo
bearing government-issued ID in the
name of the customer/authorized
signatory (original to be presented)

Note: Please see Annex A below for
complete list of Acceptable IDs.

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

documents
submitted
then forward
to Branch
Officers

AGENCY FEES TO PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to None 10 Minutes New Accounts Clerk

person customer (NAC),

responsible once concern; LBP Branch

called and submit forward it to

the above the Document

requirements Examiner for

verification
None 1.2 Verify the None 5 Minutes Document Examiner,

LBP Branch
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.3 Review and None 30 Minutes | Branch Service Officer
validate the (BSQO)/Branch
customer Operations Officer
i (BOO)/Branch Head
::hoer::plalnt (BH)
coordinate LBP Branch
with the
concerned
personnel/
Bank Unit for
checking and
resolution of
the complaint
None 1.4 Inform the None 5 Minutes NAC,
customer to LBP Branch

follow-up the
status of the
complaint/s
with his/her
branch of
account after:

# of
Complaint pank
ing
days
Misposted 5
Transaction
Unauthorized
Transaction
thru e- 14
banking
channels
MC Dispute 12
Shortage on
the Proceeds
of OTC 2
Withdrawal/
Encashment
Undispensed
ATM Cash 5
Withdrawal
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON

RESPONSIBLE

2. Follow-up status
of complaint/s

2.1 Upon proper
verification of
the nature of
transaction
and found out
that the
complaint was
valid, the
amount of
transaction will
be credited
back to the
customer’s
account on or
before the set
deadline,
otherwise the
customer will
be informed of
the result of
the
account/transa
ction validation

None

See Table for
no. of days

CA/SA Bookkeeper/

NAC/

BSO/BOO/BH,

LBP Branch

Processor

Concerned Bank Unit

LBP

TOTAL

None

50 Minutes
and number
of Banking
Days on the
table
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Annex A

Official identification documents shall include any of the following:

1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry .
e Driver’s License Authority (MARINA) ID

e Professional ¢ National Bureau of .
Regulation Investigation (NBI)
Commission (PRC) Clearance
D ¢ Police Clearance

Postal ID .
Tax ldentification Number

¢ Government Service
Insurance System

(GSIS) e-Card (TIN) card
¢ Social Security ¢ Integrated Bar of the
System (SS8S) Card Philippines (IBP) ID
e Voter'sID ¢ Senior Citizen Card .
¢ Philhealth ID ¢ Barangay Certification
e Seaman’s Book
e PhillD

Overseas Workers Welfare
Administration (OWWA) ID
Overseas Filipino Workers ID

¢ Department of Social Welfare

and Development (DSWD)
Certification

Certification from the National
Council on Disability Affairs
(NCDA), per Bangko Sentral
ng Pilipinas Circular No. 792,
Series of 2013

Birth Certificate issued by the
Philippines Statistics
Authority (PSA)

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,
Passport,
Alien Certificate of Registration,

e & o o

Other identification documents issued by the Government of the Republic of the

Philippines, including its political subdivisions, agencies, and instrumentalities

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional

document)
e Birth Certificate issued by the PSA
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14.

. Properly
Request Form (CRF) (One [1] copy)

Issuance of a Bank Certification/Bank Guarantee

This service can only be requested at the Branch of Account by the
accountholder or his or her authorized representative.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

accomplished  Customer

Individuals, Government and Private Institutions

New Accounts Counter or download at
https://www.landbank.com/forms

. Valid photo bearing government-issued

ID, if Bank Certification (BC)/Bank
Guarantee (BG) will be claimed by a
representative (One [1] original)

Note: Please see Annex A below for

complete list of Acceptable IDs.

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

called and submit
the requirements
as indicated
above

accuracy of
information in
the CRF;
Forward the
CREF to the
Document
Examiner for
verification

3. A copy of Letter of Authority, if | Depositor
applicable
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Check None 10 Minutes New Accounts Clerk
Branch personnel completeness, (NAC),
responsible once validity and LBP Branch
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Review and None 5 Minutes Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
accordingly (BOO)/Branch Head
then forward LBP(BBI_r%nch
to Teller or
CA/SA
Bookkeeper
for the service
fees
None 1.3 Validate the See 5 Minutes Teller/
CRF, detach Annex B CASA Bookkeeper
the CRF claim below LBP Branch
stub and give
to the
depositor,
then forward
the same to
the NAC for
processing
None 1.4 Prepare the None 20 Minutes NAC,
BC/BG then LBP Branch
forward to the
BH for
signature
None 1.5 Check and None 5 Minutes BH,
sign the LBP Branch
BC/BG
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

None 1.6 Request None 2 Minutes NAC,

customer to LBP Branch

acknowledge

receipt of

BC/BG in the

CRF, then

release the

same to

customer or its

authorized

representative

2. Acknowledge None None None None
receipt of BC/BG
in the CRF and
receive BC/BG
TOTAL See 52 Minutes
Annex B
below
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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Bank Certification on Deposit Balances: PHP200.00/
{for all kinds of bank deposit certification except those coverad in MOAMNOLY) certification
Bank Guarantae Against Deposit (BGAD) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHP&00,000.00 PHPS00.00 PHP1,000.00
Depositors = PHPS00,000.00 Waived Waived
Non-LANDBANK Clients/
Depositors - PHP1,500.00 PHPA,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
Prcerree
Parsonal Checkbook (Booklet of 50 pcs.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHPS00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00. 00
Manager's Check PHPE0.00
Gift Check PHP55.00

Continuous Form Check/Other Customized Chacks

To be based on the approved
amrangaments and design per
Memorandum of Agresment

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP10.00
Pull-out by depositor PHPA 00,00
Reasetting of Credit Date PHPA 00,00

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 24" PHP1,000/year
b) 3" x10" x 24" PHPA, 200/ year
c) 5" x10" x 24" PHPA,400/year
d) 10" x 10" x 247 PHPA,800/year

2) Any other sizes not specified

For BBES Head Approval

Conditions on the use of SDB:

2. Rental Fee is waived if ADB is at least PHP1.0M at any time

3. Depaosit for the key is PHP2,000 regardless of size of SDE
4. SDB contract is walid for two (2) years

1. To awail of SDB, depositor must have account's with total ADB of at least PHP200,000
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15. Issuance of Bank Certificate of Deposit

This service covers the issuance of Certificate of Deposit for whatever purpose it
may serve the depositor.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

1. Properly accomplished Customer
Request Form (CRF)

Individuals, Government and Private Institutions

New Accounts Clerk (NAC), LBP Branch

CLIENT STEPS

AGENCY
ACTIONS

FEES TO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Proceed to the
person
responsible and
submit the CRF

1.1 Receive and
verify
completeness,
validity and
accuracy of
the details/
information on
the Customer
Request form
(CRF)

None

5 Minutes

NAC
LBP Branch

None

1.2 Forward the
CRF to the
Document
Examiner

None

2 Minutes

NAC
LBP Branch

None

1.3 Verify the
signatures of
the depositor
on the CRF
and forward
the same to
the
BOO/BSO/BH
for approval

None

3 Minutes

Document Examiner
LBP Branch
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.4 Approve the
CRF and
forward the
same to the
teller or
bookkeeper
(as the case
maybe)

None

3 Minutes

Branch Service Officer
(BSO)/Branch
Operations Officer
(BOO)/Branch Head
(BH),

LBP Branch

None

1.5 Call the
depositor if the
mode of
payment for
the service fee

is cash

None

2 Minutes

Teller
LBP Branch

2. Proceed to the
Teller and pay the
corresponding
fees

2.1 Validate the
CRF, detach
the CRF claim
stub and give
to the
depositor,
then forward
the same to
the NAC for

processing

See
Annex A
below

5 Minutes

Teller
LBP Branch

None

2.2 Debit the
service fees
from the
depositor’s
account,
detach the
CRF claim
stub and give
to the
depositor,
then forward
the same to
NAC for
processing

See
Annex A
below

5 Minutes

CA/SA Bookkeeper
LBP Branch
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

2.3

Prepare the
certification,
check write
the same then
forward to
BOO/BH for
signature

None

10 Minutes

NAC
LBP Branch

None

24

Check the
certification,
affix signature
then forward
to NAC for
release

None

3 Minutes

BOO/BH
LBP Branch

None

2.5

Call the
customer,
retrieve the
CRF claim
stub and give
the certificate
to the
depositor

None

2 Minutes

NAC
LBP Branch

3. Proceed to NAC
to surrender the
CRF claim stub
and receive the
Certificate

None

None

None

None

TOTAL

See
Annex A
below

40 Minutes
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Bank Ceortification on Deposit Balances PHPZ00.00/
{for all kinds of bank deposit certification except those covered in MOAMOLY certification
Bank Guarantese Against Deposit (BGALDY) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHPS00,000.00 PHPS00.00 PHP,000.00
Depositors = PHPS00,000.00 Waived Waived
Non-LANDBANEK Clients/
Depositors - PHP1,500.00 PHP,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
pricerree
Perzonal Checkbook (Booklet of 50 pes.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHPG00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Chack PHPS0.00
Gift Check PHP5E.00

Continuouws Form Check/Othar Customized Checks

To be based on the approved
amrangements and design per
Mamorandum of Agreement

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP40.00
Pull-out by depositor PHPA Q0.0
Rasetting of Cradit Date PHPA 0000

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 29" PHPA,000/year
b) 3" x 10" x 24" PHPA,200/year
c) 5" x10" x 24" PHPA,400/year
d) 107 x 10" =% 24™ PHPA,800/year

2] Any other sizes not specified

For BBS Head Approwval

Conditions on the use of SDB:

2. Rental Fee iz waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDE
4. SDB contract is valid for two (2) years

1. To avail of SDB, depositor must have account’s with total ADB of at least PHP200,000
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16.

Opening of a Deposit Account

This covers the opening of a Deposit Account for transactions not covered
through Digital Onboarding System (DOBS).

GSIS eCard
Account Batch Opening

Special Deposit Account
Clearing Accounts

®P Q20T O

Self employment Assistance Kaunlaran

LBP Branch

Simple

G2C - Government to Citizen; G2B — Government to Business;
G2G - Government to Government

For Individuals:

Individuals, Government and Private Institutions

1.

Photocopy of one (1) valid photo
bearing government-issued ID,
preferably with complete address in the
name of the customer/authorized
signatory (original to be presented)
(One [1] copy)

Notes:

e Please see Annex A below for
complete list of Acceptable IDs.

e Presentation of Ultility Bills, Bank or
Credit Card Statement, Barangay
Clearance or Certificate of
Residency if the ID’s presented
has no complete address/ has
lacking details in the Bank’s
System/change of address.

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

[1] set), as applicable (original to be
presented)

2. Letter of Introduction (One [1] copy), if | Agency/institution
applicable
3. Photocopy of Business Papers (One Appropriate supervising government entity
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For customers declaring Remittance as

source of funds:

4. Provide the following information:
e Name of Remitter;
¢ Nationality of the Remitter;
e Country of origin of the remittance;

and

e Relationship with the customer.

For Government and Private Institution

Note: Please see Annex B for complete list of requirements.

AGENCY FEES TO | PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to None 20 Minutes New Accounts Clerk
person customer (for individual (NAC),
responsible once concern: accounts/sole LBP Branch
called and submit Request proprietorship)
requirements as customer to
indicated above fill-out the 40 Minutes
following: (for
e 2 copies of None Government NAC,
Specimen Accounts/ LBP Branch
Signature Private
Card (SSC) Institution)
e 1 copy
Customer
Information
Sheet (CIS)
e 2 copies
Terms and
Conditions
e 1 copy
Data
Privacy
Consent
Form
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CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON
ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Conduct KYC, None NAC,
procedures LBP Branch
and provide
overview of
accounts to
be opened
None 1.3 Forward None NAC,
documents to LBP Branch
the officer for
approval of
the account
opening
None 1.4 Review and None 10 Minutes Branch Service
approve the Officer (BSO)/Branch
transaction Operations Officer
: BOO)/Branch Head
accordingly (: ) (BH),
LBP Branch
None 1.5 Proceed with None 20 Minutes NAC,
the account LBP Branch
opening and
preparation of
corresponding
evidence of
deposit
2. Provide properly | 2.1 Process the None 8 Minutes NAC,
accomplished transaction Teller
deposit slip and LBP Branch
cash/check for
deposit
None 2.2 Issue None 2 Minutes BSO/BOO/BH,
evidence of LBP Branch
deposit, as
applicable to
customer
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CLIENT STEPS AGENCY FEES TO | PROCESSING PERSON
ACTIONS BE PAID TIME RESPONSIBLE
3. Receive new None None None None
evidence of
deposit
TOTAL None 1 Hour (for

individual/sole
proprietorship
accounts)

1 Hour,
20 Minutes
for
Government
and Private
Institutions)
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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Annex B

DOCUMENTARY REQUIREMENTS FOR OPENING AN ACCOUNT

Classification

Required Document/s

INDIVIDUAL

Filipino residents

@ON =

At least one (1) original valid photo-bearing 1D

Two (2) recent ID photos

Birth certificate of the child, in case of parents opening an
account in behalf of their child

Notarized Special Power of Attorney (SPA), if customer is
blind or visually impaired and shall transact over-the-counter
(OTC) with another person or an Attorney-in-Fact (AlF), or
shall open a Time Deposit (TD) account

Waiver and Quit Claim, if customer is blind or visually impaired
and shall transact OTC by himself/herself

Foreigner

N

w

Passport

. Alien Certificate of Registration issued by the Bureau of

Immigration/Diplomatic Identification Card issued by the DFA
specifying status i.e., working, business, student or non-
resident

Note: Foreign national whose working permit is under process shall
be required to submit Certificate of Employment.

Two (2) recent ID photos

Single Proprietorship

INFRINTIN

At least one (1) original valid photo-bearing ID
Two (2) recent ID photos

Certificate of Registration with the DTI
City/Municipal Mayor’s Permit

Court-appointed
Fiduciary (Guardian,
Administrator, Trustee or
Receiver)

—

At least one (1) original valid photo-bearing ID of the Court-

appointed Fiduciary and the Beneficial Owner

Two (2) recent ID photos of the Court-appointed Fiduciary and

the Beneficial Owner

Original Copy of the document containing the Fiduciary’s

appointment, specifically:

a. For Guardian — Letter of Guardianship

b. For Executor of a Will — Letters Testamentary

c. For Administrator of a Will — Letters of Administration

d. For Rehabilitation Receiver or Liquidator (of financially
distressed corporations and individuals) — Court Order
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Classification

Required Document/s

e. For Liquidation Receiver (in the case of involuntary
dissolution of corporation per Securities and Exchange
Commission [SEC]) — Court Order

f. For Liquidation Trustee of a dissolved corporation duly
appointed by the court (in the absence of one appointed by
the board of directors) — Court Order

In the case of dissolved corporations where a Liquidation
Trustee has been appointed by the last-remaining board of
directors:
= Original notarized Secretary’s Certificate/Board
Resolution pertaining to the designation/appointment
of a liquidation trustee
= Last General Information Sheet (GIS) filed with the
SEC

Original Copy of Court Order authorizing the Fiduciary to open
a deposit account with LANDBANK, except for Liquidation
Trustee appointed by the last-remaining board of directors
Supporting information on the intended nature of the business
relationship, source of funds or source of wealth of the
customer (such as ITR, Audited FS, Loan Application, Deed of
Donation, Deed of Sale, and the like), if applicable

NON-INDIVIDUAL

Partnership

. At least one (1) original valid photo-bearing ID of each Partner
. Two (2) recent ID photos of each Partner
. Atrticles of Partnership and By-laws, including amendments, if

any

Certificate of Registration with the SEC

Notarized agreement/resolution designating the extent of
authority of each Partner in dealing with the depository Bank

Corporation

. Atleast one (1) original valid photo-bearing ID of each of the

Authorized Signatories

. Two (2) recent ID photos of each of the Authorized

Signatories

. Articles of Incorporation and By-Laws, including amendments,

if any.

Certificate of Registration with the SEC

Duly notarized Board Resolution or Secretary’s Certificate
containing the following:

a. Authority to open an account with LANDBANK
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Classification

Required Document/s

b. Designated officers authorized to deposit, withdraw,
endorse or negotiate checks and otherwise deal with the
Bank and the nature and extent of such authority

c. Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
suspended

Certificate of registration/license/authority/accreditation from

other government agency in special cases (e.g., BSP,

Insurance Commission, Department of Education,

Commission on Higher Education, TESDA, DSWD)

Latest General Information Sheet which lists the names of

directors/trustees/principal stockholders owning at least

twenty percent (20%) of the outstanding capital stock and
primary officers such as the President and Treasurer

. The name, present address, nationality, date of birth, contact

number, and source of funds of each of the primary officers
(President, Treasurer, and Authorized Signatories)

Income Tax Return (ITR), Audited Financial Statements, Loan
Application, Deed of Donation, Deed of Sale, or other financial
document to show source of funds or wealth of the customer,
if applicable.

Foreign Corporation

. At least one (1) original valid photo-bearing ID of each of the

Authorized Signatories

. Two (2) recent ID photos of each of the Authorized

Signatories

. Articles of Incorporation and By-Laws, including amendments,

if any
Duly authenticated Secretary’s Certificate or equivalent
document of the foreign corporation certifying to the issuance
of a Board Resolution (i) authorizing the opening of a deposit
account, (ii) designating its authorized signatory/ies, and (iii)
designating its resident agent to the Philippines
License to do business in the Philippines duly issued by SEC,
if the foreign corporation is doing business in the Philippines
Note: Items 1 and 2 shall be duly authenticated before a
Consular Office of the Philippines and all documents
written in a foreign language shall be translated in
English.
Latest General Information Sheet which lists the names of
directors/trustees/principal stockholders owning at least
twenty percent (20%) of the outstanding capital stock and
primary officers such as the President and Treasurer
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Classification

Required Document/s

The name, present address, nationality, date of birth, contact
number, and source of funds of each of the primary officers
(President, Treasurer, and Authorized Signatories)

Income Tax Return (ITR), Audited Financial Statements, Loan
Application, Deed of Donation. Deed of Sale, or other financial
document to show source of funds or wealth of the customer,
if applicable.

One Person Corporation
(OPC)

wn =

At least one (1) original valid photo-bearing ID

Two (2) recent ID photos

Certificate of Incorporation from the SEC which shall bear the
suffix OPC

Articles of Incorporation

Certificate of the Corporate Secretary (Secretary’s Certificate)
or (in case a Corporate Secretary has not been appointed) a
notarized statement/affidavit by the sole stockholder attesting
to the issuance of a resolution authorizing the opening of a
deposit account for the OPC.

Joint Ventures/
Consortiums

. At least one (1) original valid photo-bearing ID of each of the

Authorized Signatories
Two (2) recent ID photos of each of the Authorized
Signatories

For incorporated Joint Ventures/Consortiums:

a. Certificate of Registration with the SEC

b. Articles of Incorporation and By-Laws of each of the
corporations involved in the joint venture, including
amendments, if any

c. Notarized Secretary’s Certificate of the Joint
Venture/Consortium containing the following:

e Authority to open an account with LANDBANK

¢ Designated officers authorized to deposit, withdraw,
endorse or negotiate checks and otherwise deal with
the Bank deposit and the nature and extent of such
authority

For unincorporated Joint Ventures/Consortiums between

Individuals and Corporations:

a. Notarized Board Resolution or Secretary’s Certificate of
the Corporation on its authority to enter into a Joint
Venture/Consortium Agreement with the other part/ies
and its authorized signatories thereto

b. Copy of the Joint Venture/Consortium Agreement

c. Ifitis not clearly stated in the Joint Venture/ Consortium
Agreement the authority to open an account with
LANDBANK and the authorized signatories to the account:
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Classification

Required Document/s

¢ Notarized Secretary’s Certificate of the Corporation
containing the (i) authority to open an account with
LANDBANK for the Joint Venture/Consortium and (ii)
the designated officers authorized to deposit,
withdraw, endorse or negotiate checks and otherwise
deal with the Bank deposit and the nature and extent
of such authority
e Special Power of Attorney of the Individual appointing
the officer designated in the Secretary’s Certificate of
the Corporation as his Attorney-in-Fact, (i) authorizing
the opening of the account for the Joint
Venture/Consortium and (ii) to deposit, withdraw,
endorse or negotiate checks and otherwise deal with
the Bank deposit and the nature and extent of such
authority
5. For unincorporated Joint Ventures/Consortiums between
Individuals:
a. Joint Venture/Consortium Agreement
b. Ifitis not clearly stated in the Joint Venture/Consortium
Agreement the authority to open an account with
LANDBANK and the designated person authorized to
deposit, withdraw, endorse or negotiate checks and
otherwise deal with the Bank deposit and the nature and
extent of such authority:

e Special Power of Attorney of the Individual appointing
the other party as his Attorney-in-Fact, (i) authorizing
the opening of the account for the Joint
Venture/Consortium, and (ii) to deposit, withdraw,
endorse or negotiate checks and otherwise deal with
the Bank deposit and the nature and extent of such
authority

o

Philippine Contractors Accreditation Board (PCAB) License of
the parties involved, if engaged in the construction business

Corporation in the
process of incorporation

1. Atleast one (1) original valid photo-bearing ID of the
“Treasurer-in-Trust for”

2. Two (2) recent ID photos of the “Treasurer-in-Trust for”

3. Proposed Atrticles of Incorporation stating therein the name of
“Treasurer-in-Trust for” authorized to open an account with
LANDBANK in behalf of the corporation
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Classification

Required Document/s

Association/
Organization

wnN

. At least one (1) original valid photo-bearing ID of each of the

Authorized Signatories
Two (2) recent ID photos of each of the Authorized Signatories
Certificate of Registration (or equivalent document) with
appropriate government agency, such as:
a. For Homeowners’ Association -DHSUD
b. For Condominium Association — SEC
c. For Government Employees’ Association — Civil Service
Commission and DOLE
d. For Private Sector Union or Labor Organization — DOLE
Articles of Incorporation (or equivalent document) and By-
Laws, including amendments, if any
Duly notarized Secretary’s Certificate containing the following:
¢ Authority to open an account with LANDBANK
o Officers authorized to sign and the nature and extent of
such authority
o Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
superseded

Cooperative

. Atleast one (1) original valid photo-bearing ID of each of the

Authorized Signatories
Two (2) recent ID photos of each of the Authorized
Signatories
Certificate of Registration with the Cooperative Development
Authority
Articles of Cooperation and By-Laws, including amendments,
if any
Cooperative Annual Performance Report (CAPR) Form
(Revisions No. 5)
Duly notarized Secretary’s Certificate containing the following:
o Authority to open an account with LANDBANK
o Officers authorized to sign and the nature and extent of
such authority
¢ Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
superseded
BIR Registration/Non-tax Certificate
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Required Document/s

National Government
Agency/Constitutional
Commission

1. Atleast one (1) original valid photo-bearing ID of each of the
Authorized Signatories
2. Two (2) recent ID photos of each of the Authorized
Signatories
3. Charter and/or law creating the government
corporation/office/agency or Executive Order/Department
Order creating the government entity, if newly created
4. Duly notarized Board Resolution/LOA from the Head of
Agency incorporating the following:
¢ Authority to open an account with LANDBANK
o Officers authorized to sign and the nature and extent of
such authority
o Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
superseded

Local Government Unit

1. Atleast one (1) original valid photo-bearing ID of each of the
Authorized Signatories
2. Two (2) recent ID photos of each of the Authorized
Signatories
3. Sanggunian Resolution of LGU concerned certified by the
Secretary to the Sanggunian, incorporating the following:
¢ Authority to open an account with LANDBANK
o Officers authorized to sign and the nature and extent of
such authority
o Certification that such resolution remains effective and
subsisting and has not been amended, revoked or
superseded.

Notes:
Per Section 43, COA Circular No. 382-92

A. For Current Accounts (Except for Barangays)

e The Local Treasurer and Local Administrator, or in the
absence of the Local Administrator, the Local Chief
Executive, must be the authorized signatories (the terms
and conditions of the current account fo be signed by the
Local Chief Executive and Local Treasurer). No
Sanggunian Resolution as to the designation of the
aforesaid authorized signatories is necessary.
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Required Document/s

B. For separate accounts opened for expenditures of the
Sanggunian of a Province, City or Municipality

e Authorized signatories are the Local Treasurer and the
Vice Governor/Vice Mayor. No Sanggunian
Resolution is necessary

Per Section 454 of the Local Government Code
C. For Current Accounts (Except for Barangays)

e Sanggunian Resolution on the concurrence to the
appointment of the local administrator by the local
chief exectutive is required.

4. In case of a temporary or permanent vacancy in the Office of
the Local Chief Executive or Local Treasurer, the following
shall be required:

¢ A new Sanggunian Resolution when the previous
Sanggunian Resolution specifically indicates the name of
the former Local Chief Executive or Local Treasurer.

If the general term “Chief Executive” and “Local
Treasurer” of LGU was used in the Sanggunian
Resolution in the opening of account, a certification-from
the DILG and BLGF on the assumption of the successor,
respectively, shall be sufficient.

e If there is a conflict on the assumption to a position and a
Sanggunian Resolution cannot be secured, a certification
from the DILG on the assumption onf the successor shall
be required while, for the new Treasurer, a certification
from the BLGF.

Barangay

1. Atleast one (1) original valid photo-bearing ID of each of the
Authorized Signatories

2. Two (2) recent ID photos of each of the Authorized
Signatories

3. Barangay Council Resolution stating its authorized signatories

4. List of Officers

5. Officers’ Oath of Office
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Required Document/s

6.

In case of a temporary or permanent vacancy in the Office of
the Local Chief Executive or Barangay Treasurer, the
following shall be required:

A new Barangay Resolution when the previous Barangay
Resolution specifically indicates the name of the former
Barangay Chairperson or Barangay Treasurer.

If the general term “Barangay Chairperson” and
“Barangay Treasurer” was used in the Barangay
Resolution in the opening of account, a certification from
the DILG on the assumption of the successor as
Barangay Chairperson, while for the New Treasurer, a
Sanggunian Resolution concurring to the appointment of
the Barangay Treasurer, shall be sufficient.

If there is a conflict on the assumption to a position and a
Barangay Resolution cannot be secured, a certification
from the DILG on the assumption of the successor shall
be required.

Unincorporated Units of
the Government (i.e., for
accounts opened for
Public Officials for funds
held in their official
capacity)

. At least one (1) original valid photo-bearing ID of the public

official and each of the Authorized Signatories

Two (2) recent ID photos of the public official and each of the
Authorized Signatories

Letter of intent to open a deposit account with the Bank by the
public official

Duly Notarized SPA, in case a public official designates
signatory/ies to the account or appoints representative/s to
transact with the Bank in his behalf

For corporate/
institutional customers
opening additional
accounts

For Corporate Customers:

Duly authenticated copy of Certificate of Registration

issued by:

a. Security and Exchange Commission (SEC) for
corporations and partnerships;

b. Cooperative Development Authority (CDA) for
cooperatives;

c. Bangko Sentral ng Pilipinas (BSP); and

d. Proof of registration with AMLC for money
changers/foreign exchange dealers and remittance
agents.

Articles of Incorporation or Association, and By-Laws or

any equivalent documents
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Required Document/s

2. For Institutional Customer
Original copy of the following:

a.

Latest General Inormation Sheet (which lists the
names of directors/trustees/partners, principal,
stockholders owning at least twenty percent (20%)
of the outstanding capital stock and primary officers
such as the President and Treasurer) or any
equivalent documents;

Notarized Certificate of Corporate Secretary (for
private institutional customer), Certification by the
Secretary to the Sanggunian as to the issuance of a
Resolution, or notarized Letter of Authority from
Head of Government Agency (for government
institutional customers), whichever is applicable.

Valid ID/s of the Corporate Secretary or written
authorization for the authorized representative.
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17.

Opening of a Deposit Account through Digital Onboarding

System

This covers the opening of a Dollar and Peso Deposit Account through electronic

platform or through the Branches.

Customer who wishes to open an account with any LBP Branch may initiate
encoding of their information online at www.landbank.com or via the Branch
digital corner to facilitate the account opening process.

Please refer to Annex A below for the List of available Products and Services
which maybe availed at any of the Branches nationwide.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

For Individuals:

Individuals, Government and Private Institutions

1.

One (1) valid photo bearing
government-issued ID preferably with
complete address in the name of the
customer/authorized signatory

Notes:

o Please see Annex B below for
complete list of Acceptable IDs.

e Presentation of Utility Bills, Bank or
Credit Card Statement, Barangay
Clearance or Certificate of
Residency if the ID’s presented has
no complete address/ has lacking
details in the Bank’s
System/change of address

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

Letter of Introduction, if applicable
(One [1] copy)

Agency/Institution

Photocopy of Business Papers (One
[1] set), as applicable (original to be
presented)

Appropriate supervising government entity

For Government and Private Institution
Note: Please see Annex C for complete list of requirements
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Access None 15 Minutes New Accounts Clerk
person account (NAC),
responsible once customer LBP Branch
called and provide information
the reference details by
number generated encoding the
through DOBS reference
together with the number given
documentary by the
requirements Customer
indicated above
None 1.2 Conduct KYC, None NAC,
and account LBP Branch
checking
procedures
None 1.3 Provide None NAC,
overview of LBP Branch
the account to
be opened
None 1.4 Capture None NAC,
customer LBP Branch
photo, scan
and upload
documentary
requirements
None 1.5 Forward None NAC,
application to LBP Branch
the approving
authority for
account
opening
None 1.6 Review and None 5 Minutes Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
: BOO)/Branch Head
accordingly ( ) (BH)
LBP Branch
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AGENCY FEES TO [PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.7 Proceed with None 5 Minutes NAC,
the account LBP Branch
opening and
preparation of
corresponding
evidence of
deposit
2. Provide properly | 2.1 Process the None 3 Minutes NAC,
accomplished transaction LBP Branch
deposit slip and
cash/check for
deposit
None 2.2 Issue None 2 Minutes BSO/BOO/BH,
evidence of LBP Branch
deposit, as
applicable to
customer
3. Receive new None None None None
evidence of
deposit
TOTAL None 30 Minutes
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Annex A

LAMDBAMNK List of Products and Services

DEPOSIT PRODUCTS
Regular Passbook Savings Account
US § Dollar Savings Deposit
US § Dollar Time Deposit
Easy $ Dollar Pension
High Yield US Dollar Time Deposit
Auto-Save Deposit Account

Cverseas Filipino (OF) Deposit Account

ATM Savings Account

Regular Current Account

Current Account with ATM Access
Peso Time Deposit

Easy Savings Flus (ESF)

High Yield Savings Account (HYSA)
Peso E.ASY. (Easy Access and Sure
Yield) Check

Peso E.ASY. (Easy Access and Sure
Yield) Check with ATM access
Japanese YEM Savings Account
Japanese YEM Time Deposit Account

ANCILLARY PRODUCTS
Deposit Pick-Up Senvices
Payroll Services

Safety Deposit Box
Demand Draft

Manager's Check
LANDBAMNEK Gift Check

Sale and Purchase of Foreign Currency

Clearing of FX Checks

g-BANKING PRODUCTS
i-Acess (Retail Internaet Banking Facility)
LANDBANK Credit Card
eMDs
LANDBAMNEK Mobile Banking Application
LANDBANEK Link.BizPortal
LANDBANK ATM Regular Card
LANDBANK Visa Dehit Card
weAccess (Institutional Internet Banking
Facility)
Easy Check Plus (Corporate Check
Printing System)
LANDBANK E-Card
LANDBANK Cash Card
Easy Padala
LANDBANK Phone Access
Globe G-Cash
RFID Radio Frequency Identification Card

e-Tax Payment System (eTPS)

LG Online Collection

wePayAccess

LANDBANE. Phone Access

Remittance and Electronic Fund Transfer
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Annex B

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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Annex C

DOCUMENTARY REQUIREMENTS FOR OPENING AN ACCOUNT

Classification

Required Document/s

INDIVIDUAL

Filipino residents

—_—

. Atleast one (1) original valid photo-bearing ID

Birth certificate of the child, in case of parents opening an
account in behalf of their child

Notarized Special Power of Attorney, if customer is blind
or visually impaired and shall transact over-the-counter
(OTC) with another person or an Attorney-in-Fact (AlF),
or shall open a Time Deposit (TD) account

Waiver and Quit Claim, if customer is blind or visually
impaired and shall transact OTC by himself/herself

Foreigner

—

. Passport

Alien Certificate of Registration issued by the Bureau of
Immigration/Diplomatic Identification Card issued by the
DFA specifying status i.e., working, business, student or
non-resident

Note: Foreign national whose working permit is under
process is required to submit Certificate of
Employment.

Single Proprietorship

WN o

At least one (1) original valid photo-bearing ID
Certificate of Registration with the DTI
City/Municipal Mayor’s Permit

Court-appointed
Fiduciary (Guardian,
Administrator, Trustee
or Receiver)

. At least one (1) original valid photo-bearing ID of the

Court-appointed Fiduciary and the Beneficial Owner

Original Copy of the document containing the Fiduciary’s

appointment, specifically:

For Guardian — Letter of Guardianship

For Executor of a Will — Letters Testamentary

For Administrator of a Will — Letters of Administration

For Rehabilitation Receiver or Liquidator (of

financially distressed corporations and individuals) —

Court Order

e. For Liquidation Receiver (in the case of involuntary
dissolution of corporation per Securities and
Exchange Commission [SEC]) — Court Order

aoocow
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Classification

Required Document/s

f. For Liquidation Trustee of a dissolved corporation
duly appointed by the court (in the absence of one
appointed by the board of directors) — Court Order

In the case of dissolved corporations where a

Liquidation Trustee has been appointed by the last-

remaining board of directors:

= Original notarized Secretary’s Certificate/Board
Resolution pertaining to the
designation/appointment of a liquidation trustee

» Last General Information Sheet filed with the SEC

3. Original Copy of Court Order authorizing the Fiduciary to
open a deposit account with LANDBANK, except for
Liquidation Trustee appointed by the last-remaining
board of directors
NON-INDIVIDUAL
Partnership 1. Atleast one (1) original valid photo-bearing ID of each
Partner
2. Articles of Partnership and By-laws, including
amendments, if any
3. Certificate of Registration with the SEC
4. Notarized agreement/resolution designating the extent of
authority of each Partner in dealing with the depository
Bank
Corporation 1. Atleast one (1) original valid photo-bearing ID of each of
the Authorized Signatories
2. Articles of Incorporation and By-Laws, including
amendments, if any.
3. Certificate of Registration with the SEC
4. Duly notarized Board Resolution or Secretary’s

Certificate containing the following:

a. Authority to open an account with LANDBANK

b. Designated officers authorized to deposit, withdraw,
endorse or negotiate checks and otherwise deal with
the Bank and the nature and extent of such authority

c. Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
suspended

Page B-93




Classification

Required Document/s

. Certificate of registration/license/authority/accreditation

from other government agency in special cases (e.g.,
BSP, Insurance Commission, Department of Education,
Commission on Higher Education, TESDA, DSWD)

. Latest General Information Sheet which lists the names

of directors/trustees/principal stockholders owning at
least twenty percent (20%) of the outstanding capital
stock and primary officers such as the President and
Treasurer

. The name, present address, nationality, date of birth,

contact number, and source of funds of each of the
primary officers (President, Treasurer, and Authorized
Signatories)

Foreign Corporation

. Atleast one (1) original valid photo-bearing ID of each of

the Authorized Signatories

. Articles of Incorporation and By-Laws, including

amendments, if any

. Duly authenticated Secretary’s Certificate or equivalent

document of the foreign corporation certifying to the
issuance of a Board Resolution (i) authorizing the
opening of a deposit account, (ii) designating its
authorized signatory/ies, and (iii) designating its resident
agent to the Philippines

. License to do business in the Philippines duly issued by

SEC, if the foreign corporation is doing business in the
Philippines

Note: Items 1 and 2 shall be duly authenticated before a
Consular Office of the Philippines and all documents
written in a foreign language shall be translated in
English.

. Latest General Information Sheet which lists the names

of directors/trustees/principal stockholders owning at
least twenty percent (20%) of the outstanding capital
stock and primary officers such as the President and
Treasurer

. The name, present address, nationality, date of birth,

contact number, and source of funds of each of the
primary officers (President, Treasurer, and Authorized
Signatories)
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Classification

Required Document/s

Joint Ventures/
Consortiums

. At least one (1) original valid photo-bearing ID of each of

the Authorized Signatories

. For incorporated Joint Ventures/Consortiums:
a.
b.

Certificate of Registration with the SEC

Articles of Incorporation and By-Laws of each of the

corporations involved in the joint venture, including

amendments, if any

Notarized Secretary’s Certificate of the Joint

Venture/Consortium containing the following:

e Authority to open an account with LANDBANK

e Designated officers authorized to deposit,
withdraw, endorse or negotiate checks and
otherwise deal with the Bank deposit and the
nature and extent of such authority

. For unincorporated Joint Ventures/Consortiums between

Individuals and Corporations:
a. Notarized Board Resolution or Secretary’s Certificate

of the Corporation on its authority to enter into a
Joint Venture/Consortium Agreement with the other
part/ies and its authorized signatories thereto

Copy of the Joint Venture/Consortium Agreement

If it is not clearly stated in the Joint Venture/

Consortium Agreement the authority to open an

account with LANDBANK and the authorized

signatories to the account:

e Notarized Secretary’s Certificate of the
Corporation containing the (i) authority to open an
account with LANDBANK for the Joint
Venture/Consortium and (ii) the designated
officers authorized to deposit, withdraw, endorse
or negotiate checks and otherwise deal with the
Bank deposit and the nature and extent of such
authority

e Special Power of Attorney of the Individual
appointing the officer designated in the
Secretary’s Certificate of the Corporation as his
Attorney-in-Fact, (i) authorizing the opening of the
account for the Joint Venture/Consortium and (ii)
to deposit, withdraw, endorse or negotiate checks
and otherwise deal with the Bank deposit and the
nature and extent of such authority
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Required Document/s

. For unincorporated Joint Ventures/Consortiums between

Individuals:

a. Joint Venture/Consortium Agreement

b. If itis not clearly stated in the Joint
Venture/Consortium Agreement the authority to open
an account with LANDBANK and the designated
person authorized to deposit, withdraw, endorse or
negotiate checks and otherwise deal with the Bank
deposit and the nature and extent of such authority:

e Special Power of Attorney of the Individual
appointing the other party as his Attorney-in-Fact,
(i) authorizing the opening of the account for the
Joint Venture/Consortium, and (ii) to deposit,
withdraw, endorse or negotiate checks and
otherwise deal with the Bank deposit and the
nature and extent of such authority

. Philippine Contractors Accreditation Board (PCAB)

License of the parties involved, if engaged in the
construction business

Corporation in the
process of
incorporation

. At least one (1) original valid photo-bearing ID of the

“Treasurer-in-Trust for”

. Proposed Articles of Incorporation stating therein the

name of “Treasurer-in-Trust for” authorized to open an
account with LANDBANK in behalf of the corporation

Association/
Organization

. Atleast one (1) original valid photo-bearing ID of each of

the Authorized Signatories

. Certificate of Registration (or equivalent document) with

appropriate government agency, such as:

a. For Homeowners’ Association —-DHSUD

b. For Condominium Association — SEC

c. For Government Employees’ Association — Civil
Service Commission and DOLE

d. For Private Sector Union or Labor Organization —
DOLE

. Articles of Incorporation (or equivalent document) and

By-Laws, including amendments, if any
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Classification

Required Document/s

. Duly notarized Secretary’s Certificate containing the

following:
e Authority to open an account with LANDBANK
e Officers authorized to sign and the nature and extent
of such authority
¢ Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
superseded

Cooperative

. Atleast one (1) original valid photo-bearing ID of each of

the Authorized Signatories

. Certificate of Registration with the Cooperative

Development Authority

. Articles of Cooperation and By-Laws, including

amendments, if any

. Cooperative Annual Performance Report (CAPR) Form

(Revisions No. 5)

. Duly notarized Secretary’s Certificate containing the

following:
e Authority to open an account with LANDBANK
e Officers authorized to sign and the nature and extent
of such authority
e Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
superseded

. BIR Registration/Non-tax Certificate

National Government
Agency/Constitutional
Commission

. Atleast one (1) original valid photo-bearing ID of each of

the Authorized Signatories

. Charter and/or law creating the government

corporation/office/agency or Executive Order/Department
Order creating the government entity, if newly created

. Duly notarized Board Resolution/LOA from the Head of

Agency incorporating the following:
e Authority to open an account with LANDBANK
o Officers authorized to sign and the nature and extent
of such authority
o Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
superseded
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Classification

Required Document/s

Local Government Unit

1. Atleast one (1) original valid photo-bearing ID of each of
the Authorized Signatories
2. Sanggunian Resolution of LGU concerned certified by
the Secretary to the Sanggunian, incorporating the
following:
¢ Authority to open an account with LANDBANK
o Officers authorized to sign and the nature and extent
of such authority
e Certification that such resolution remains effective
and subsisting and has not been amended, revoked
or superseded.

Notes:
Per Section 43, COA Circular No. 382-92

A. For Current Accounts (Except for Barangays)

e The Local Treasurer and Local Administrator, or
in the absence of the Local Administrator, the
Local Chief Executive, must be the authorized
signatories (the terms and conditions of the
current account to be signed by the Local Chief
Executive and Local Treasurer). No Sanggunian
Resolution as to the designation of the aforesaid
authorized signatories is necessary.

B. For separate accounts opened for expenditures of the
Sanggunian of a Province, City or Municipality

e Authorized signatories are the Local Treasurer
and the Vice Governor/Vice Mayor. No
Sanggunian Resolution is necessary

Per Section 454 of the Local Government Code
C. For Current Accounts (Except for Barangays)

e Sanggunian Resolution on the concurrence to the
appointment of the local administrator by the local
chief executive is required.
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Required Document/s

3.

In case of a temporary or permanent vacancy in the
Office of the Local Chief Executive or Local Treasurer,
the following shall be required:

A new Sanggunian Resolution when the previous
Sanggunian Resolution specifically indicates the
name of the former Local Chief Executive or Local
Treasurer.

If the general term “Chief Executive” and “Local
Treasurer” of LGU was used in the Sanggunian
Resolution in the opening of account, a certification
from the DILG and BLGF on the assumption of the
successor, respectively, shall be sufficient.

If there is a conflict on the assumption to a position
and a Sanggunian Resolution cannot be secured,
certification from the DILG on the assumption on the
successor shall be required while, for the new
Treasurer, a certification from the BLGF.

Barangay

ok w

. At least one (1) original valid photo-bearing ID of each of

the Authorized Signatories

Barangay Council Resolution stating its authorized
signatories

List of Officers

Officers’ Oath of Office

In case of a temporary or permanent vacancy in the
Office of the Local Chief Executive or Barangay
Treasurer, the following shall be required:

A new Barangay Resolution when the previous
Barangay Resolution specifically indicates the name
of the former Barangay Chairperson or Barangay
Treasurer.
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Classification Required Document/s

e |If the general term “Barangay Chairperson” and
“‘Barangay Treasurer” was used in the Barangay
Resolution in the opening of account, a certification
from the DILG on the assumption of the successor
as Barangay Chairperson, while for the New
Treasurer, a Sanggunian Resolution concurring to
the appointment of the Barangay Treasurer, shall be
sufficient.

Unincorporated Units 1. Atleast one (1) original valid photo-bearing ID of the

of the Government (i.e., public official and each of the Authorized Signatories
for accounts opened 2. Letter of intent to open a deposit account with the Bank
for Public Officials for by the public official

funds held in their 3. Duly Notarized SPA, in case a public official designates
official capacity) signatory/ies to the account or appoints representative/s

to transact with the Bank in his behalf

Page B-100




18.

Payment of Salary Loan

This service includes acceptance of loan payments remitted by agencies for

posting to the individual account of loan borrowers.

LBP Branch

Simple

G2G — Government to Government; G2B — Government to Business;

Government and Private Institutions

For Government and Private Institutions:
1. Properly accomplished Payment Slip | Branch
(One [1] copy)
2. Signed Authority to Debit (ADA) from | Agency Branch Officer
the  Account of the Institution or
Agency or On-Us Check for payment
(One [1] copy)
3. Supporting Documents  (List of
Borrowers)
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Get paymentslip | 1.1 Verify ADA/ None 10 Minutes Document Examiner,
from the SL check and LBP Branch
Bookkeeper and forward to SL
present the above Bookkeeper
requirements to
the responsible
person
None 1.2 Secure None 10 Minutes SL Bookkeeper/
approval for Teller,
the LBP Branch
processing of
ADA/Check
for payment
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.3 Process the None 15 Minutes SL Bookkeeper/
payment and Teller,
provide a LBP Branch
copy of ADA
or Official
Receipt
together with
the supporting
documents to
agency
authorized
personnel
2. Receive a copy of | None None None None
ADA or Official
Receipt together
with the
supporting
documents
TOTAL None 35 Minutes
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19. Processing of Electronic Fund Transfer and Purchase of Over-
the-Counter Check

This service covers the processing of over-the-counter Application for Electronic
Fund Transfer (EFT) and Application to Purchase the following negotiable
instruments by existing depositors.

a. Manager’s Check

b. Gift Check

c. Dollar Demand Draft

(One [1] set)

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;

G2G — Government to Government

1. Properly Accomplished Application to
Purchase Managers Check, FX
Demand Draft, Electronic Fund
Transfer and Gift Check (AMFEG)

Individuals, Government and Private Institutions

New Accounts Counter

2. Original valid photo bearing
government-issued ID in the name of
the customer (One [1] copy)

Note: Please see Annex A below for
complete list of Acceptable IDs.

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

the above
requirements

accuracy of
the
information on
the form

3. Properly accomplished Authority to Customer
Debit/Credit Account (One [1] set)
AGENCY FEES TO [PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Receive and None 15 Minutes New Accounts Clerk
person verify (NAC),
responsible once completeness, LBP Branch
called and present validity and
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Verify the See 15 Minutes Document Examiner,
transaction Annex B LBP Branch
below
None 1.3 Review and 7 Minutes Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
accordingly (BOO)/Branch Head
(BH),
LBP Branch
None 1.4 Debit the 10 Minutes CA/SA Bookkeeper,
corresponding LBP Branch
amount from
the account of
the depositor
None 1.5 Prepare the 20 Minutes NAC,
check/process LBP Branch
the EFT
None 1.6 Review and 10 Minutes BSO/BOO/BH,
ensure that LBP Branch
the entries on
the
checks/EFT
are accurate.
Sign and
approve
accordingly
None 1.7 Release 3 Minute NAC/ Teller/
check/ CA/SA Bookkeeper
LBP Branch

duplicate copy
of the
transaction to
the customer/
authorized
representative
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AGENCY FEES TO PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Receive None None None None

check/duplicate

copy of the

transaction, as

applicable

TOTAL See 1 Hour,
Annex B 20 Minutes
below
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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Bank Certification on Deposit Balances PHP200.00¢
{for all kinds of bank deposit certification except those covered in MOAMOLI) certification
Bank Guarantse Against Deposit (BGADY) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBANK Clients/ = PHP&500,000.00 PHPS00.00 PHF1 ,000.00
Depositors > PHP500,000.00 Waived Waived
Non-LANDBANK Clients/
Depositors - PHP1,500.00 PHPA,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
prcerree
Personal Checkbook (Booklat of 50 pes.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHP&00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Check PHPE0.00
Gift Check PHP55.00

Continuous Form Check/Other Customized Chacks

To be based on the approved
arrangaments and design per
Mamorandum of Agreement

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHPA0.00
Pull-out by depositor PHPA 00.00
Reasetting of Credit Date PHPA 00.00

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x24" PHP1,000/year
b) 3" x 10" x 24" PHPA, 200/ year
c) 5" x 10" x 24" PHPA, 400/ year
d) 10" x 10" x 24" PHPA,800/year

2) Any other sizes not specified

For BBS Head Approval

Conditions on the use of SDEBE:

2. Rental Fee is waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDBE
4. SDB contract is valid for two (2) years

1. To awail of SDB, depositor must have account's with total ADB of at least PHP200,000
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20.

Reactivation/Closure of Dormant Deposit Account

Dormant Accounts shall be reactivated through the following:

a. Initiated by the depositor through (over-the-counter) OTC deposit/ withdrawal
b. Through Letter Request personally presented by the depositor

c. Through the batch processing of ICC

d. Deposit transaction by an authorized representative

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G - Government to Government

. Photocopy of one (1) valid photo

bearing government-issued ID in the
name of the customer (original to be
presented) (1 copy)

Note: Please see Annex A below for
complete list of Acceptable IDs.

Individuals, Government and Private Institutions

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

Evidence of deposit (One [1] copy)

LBP Branch of Account

win

Letter Request by the depositor
(One [1] copy), as applicable

Individual or Institutional

Properly accomplished Deposit or
Withdrawal Slip (Two [2] copies)

LBP Branch Lobby

Properly accomplished Authority to
Debit Credit Account (ADCA)
(Two [2] copies)

Customer
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

1. Proceed directly to
New Accounts for
presentation of
valid IDs and letter
request (if
applicable)

1.1

Attend to
customer
concern;
conduct KYC
procedures
and provide
updating of
CIS/SSC for
reactivation;
forward the
complete
accomplished
forms to
Document
Examiner for
verification

None

30 Minutes

NAC,
LBP Branch

None

1.2

Request the
BSO and the
BOO/BH to
retrieve the
SSCs of
Dormant
Accounts
(Dormat SSC
custodians)

None

9 Minutes

Document Examiner,
LBP Branch

None

1.3

Retrieve the
SSCs of
dormant
accounts then
forward to DE

None

15 Minutes

Branch Service Officer
(BSO)/Branch
Operations Officer
(BOO)/Branch Head
(BH),

LBP Branch
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.4 Verify the
signature on
the following
documents
against the
old SSC and
ID/s
presented:

a. Withdrawal
Slip (for
withdrawal
transaction)
b. New set of
SSCs

None

None

1.5 Imprint
“‘Reactivated”
stamp on the
face of the old
and new sets
of SSCs, and
indicate the
date of
reactivation;
Forward to
BSO and
BOO/BH for
approval

None

15 Minutes

Document Examiner,
LBP Branch

Document Examiner,
LBP Branch

None

1.6 Check the
documents
forwarded by
DE and if in
order approve
the
transaction;
forward to
Teller or
CASA
Bookkeeper
for processing

None

5 Minutes

BSO/BOO/BH
LBP Branch
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.7 Validate the
Deposit
Slip/Withdraw
al Slip/Letter
Request in
the CT
terminal;
request for
officer's
override;
affix initial
beside the
validation print

None

20 Minutes

Teller/
CA/SA Bookkeeper,
LBP Branch

None

1.8 Approve/
override the
transaction in
CT

None

2 Minutes

BSO/BOO/ BH,
LBP Branch

None

1.9 Release the
proceeds and
copy of
withdrawal/de
posit
slip/Validated
copy of Letter
Request

None

2 Minutes

Teller/
CASA Bookkeeper,
LBP Branch

2. Receive proceeds
or copy of
withdrawal/deposit
slip/validated letter
request

None

None

2 Minutes

None

TOTAL

None

1 Hour,
40 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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21.

Release of Captured Card

This covers the release of ATM Cards captured at any LANDBANK ATMs within

the following timelines:

1) LBP Issued Card

Timelines to Claim

a. Card is captured at Branch
of Account

Customer has 15 banking days within
which to claim; otherwise the same shall
be perforated and disposed of accordingly

b. Card is captured at another
LBP Branch

Customer has 2 banking days within which
to claim; otherwise the card will be
forwarded to Branch of Account

2) Other Bank Issued Card

Customer has 2 banking days within which
to claim; otherwise the same shall be
perforated and disposed of accordingly

LBP Branch

Simple

G2C — Government to Citizen

Individuals

1. Valid photo bearing government-issued
ID in the name of the
cardholder/authorized representative
(One [1] original)

Note:
complete list of Acceptable IDs.

Please see Annex A below for

Any government agency issuing identification

cards (DFA, GSIS, SSS, LTO, PRC, etc.)

2. Properly accomplished Client
Complaint Form (CCF) (One [1] copy

New Accounts Counter or download at
https://www.landbank.com/forms

called and present
requirements as
indicated above

and accuracy
of information
in the CCF

AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to person |1.1 Check None 10 Minutes New Accounts Clerk
responsible once completeness (NAC),
LBP Branch
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AGENCY FEES TO [PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
. Dcoument Examiner
1.2 :j/grlfy tget None 5 Minutes (DE)
cuments LBP Branch
None 1.3 Review and None 5 Minutes Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
; (BOO)/Branch Head
accordingly (BH)
LBP Branch
None 1.4 Release the None 2 Minutes BSO/BOO/BH,
card to LBP Branch
cardholder
2. Affix signature on | None None None None
the CCF Claim
Stub and receive
captured card
TOTAL None 22 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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22.

1.

Release of Inward Returned Check to Depositors

This covers the release of checks previously deposited over-the-counter by
accountholders or its representative but eventually returned from clearing either
due to funding issues or technical deficiency.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Valid photo bearing government-issued
ID, if claimed by a representative (One

[1] original)

Note: Please see Annex A below for
complete list of Acceptable IDs.

Individuals, Government and Private Institutions

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC etc)

AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Directly proceed 1.1 Conduct None 28 Minutes | Branch Service Officer

to the designated proper KYC; (BSO)/Branch
Branch Officer to Retrieve the Operations Officer
pick-up returned IRC, request (BOO)/Branch Head
check customer to LBFgBBI_r%nch

acknowledge

receipt of the

check in the

Returned

Check Advice

(RCA)
None 1.2 Issue Inward None 2 Minutes BSO/BOO/BH,

Returned LBP Branch

Check (IRC)

together with

the RCA to

the customer/

authorized

representative
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AGENCY FEES TO |PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Receive IRC and None None None None
RCA
TOTAL None 30 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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23.

Renewal/Pre-termination/Termination of Certificate

of Time Deposit (Peso and Dollar) and High Yield Savings

Account

This service includes Renewal/Pre-termination of Certificate of Time Deposit -
CTD (Peso/Dollar) High Yield Savings Account (HYSA) and/or Letter of
Instructions made by the depositor

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business; G2G

— Government to Government

1. Evidence of deposit — CTD, HYSA
Passbook, Letter of Instruction, as
applicable (One [1] copy)

Individuals, Government and Private Institutions

Issued by the Bank upon Account Opening

(Two [2] copies)

2. Letter of Instruction/Authorization

Authorized Signatories

signatures on
the documents
presented
against the
SSC on file;
forward the
same to the
Branch
Officers for
notations

AGENCY FEES TO |[PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to None 10 Minutes New Accounts Clerk
person customer (NAC),
responsible once concern; LBP Branch
called and submit forward the
requirements as complete
indicated above requirements
to the
Document
Examiner for
verification
None 1.2 Verify the None 10 Minutes Document Examiner,

LBP Branch
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.3 Review and None 5 Minutes Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
accordingly; (BOO)/Branch Head
forward to LBP(BBI-r%nch
CASA
Bookkeeper
for processing
None 1.4 Process the None 20 Minutes CA/SA Bookkeeper,
transactions LBP Branch
accordingly;
forward to
Branch
officers for
checking and
approval
None 1.5 Check and None 10 Minutes BSO/BOO/BH,
approve the LBP Branch
transaction;
forward to
NAC/Teller for
processing
None 1.6 Update the None 5 Minutes Teller,
depositor’s LBP Branch
HYSA
passbook;
Issue to
depositor
None 1.7 Issue None 5 Minutes NAC,
new/updated LBP Branch
evidence of

deposit (CTD)
to depositor
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AGENCY FEES TO PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Receive new/ None None 2 Minutes None

updated evidence

of deposit (CTD/

HYSA passbook)

TOTAL None 1 Hour,
7 Minutes
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24. Request for ATM PIN Change/Forced PIN Change

This service covers request of customers who may have forgotten their Personal
Identification Number (PIN) or who may opt to change their existing PIN for

security purposes.

LBP Branch

Simple

G2C — Government to Citizen

Individuals

1. Properly accomplished ATM Card
Request/Update Form (ACRUF) (1

copy)

New Accounts Counter or download at
https://www.landbank.com/forms

2. Photocopy of one (1) valid photo
bearing government issued ID in the
name of the customer (original to be
presented) (1 copy)

Note: Please see Annex A below for
complete list of Acceptable IDs.

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

FEESTO

AGENCY
CLIENT STEPS BE PAID

ACTIONS

PROCESSING
TIME

PERSON

RESPONSIBLE

1.1 Attend to
customer
concern;
check the
completenes,
validity and
accuracy of
the
information on
th ACRUF,
then forward
the complete
requirements
to Document
Examiner for
verification

1. Proceed to the None
person
responsible once
called and submit
the requirements
as indicated

above

10 Minutes

New Accounts Clerk

(NAC),
LBP Branch
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AGENCY FEES TO | PROCESSIN PERSON
CLIENT STEPS ACTIONS BE PAID G TIME RESPONSIBLE

None 1.2 Verify the None 5 Minutes Document Examiner,

signatures on LBP Branch

the documents

presented

then forward

the same to

the Branch

Officers for

processing

and approval
None 1.3 Review and None 3 Minutes Branch Service Officer

approve the (BSO)/Branch

roquest 800y Branch Hoad

; ranch Hea
accordingly (BH),
LBP Branch

None 1.4 Access the None 10 Minutes BSO/BOO/BH,

Card LBP Branch

Management

Screen of the

IST-CMS and

update the

PIN Status

from Pre-

Forced PIN to

Forced PIN;

request the
customer to
nominate a
new PIN to
any
LANDBANK
ATM
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSIN
G TIME

PERSON
RESPONSIBLE

None

1.5 Return the ID
to the
customer and
remind
him/her to
nominate a
new PIN at
any LBP ATM

None

2 Minutes

BSO/BOO/BH,
LBP Branch

2. Ready to use the
new PIN

None

None

None

None

TOTAL

None

30 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

e Passport e Maritime Industry o Qverseas Workers Welfare

e Driver's License Authority (MARINA) ID Administration (OWWA) ID

e Professional e National Bureau of e QOverseas Filipino Workers ID
Regulation Investigation (NBI) e Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

e Government Service e Postal ID e Certification from the National
Insurance System ¢ Tax Identification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security ¢ Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e Voter's ID e Senior Citizen Card « Birth Certificate issued by the

e Philhealth ID e Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o @

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

o Birth Certificate issued by the PSA
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25.

1.

Request for Bank Certification/Statement of Account for Salary

Loan

This covers request of Salary Loan borrowers on the Outstanding Balance of
their obligation with the Bank either for the full payment of the same or for Loan
Take-Out purposes.

LBP Branch

Simple

G2C — Government to Citizen

Individuals

Customer Request Form

New Accounts Clerk

information on
the CRF then
forward the

complete

requirements

to the
Document

Examiner for
verification

2. Cash for payment of Service Fee or Customer
Authority to Debit Account
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to None 10 Minutes New Accounts Clerk
person customer (NAC),
responsible once concern; LBP Branch
called and submit check the
requirements as completeness,
indicated above validity and
accuracy of
the
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.2

Verify the
signatures on
the
documents
presented, if
in order
forward the
same to the
Teller or
CASA
Bookkeeper,
as the case
may be for the
payment of
service
charges

None

10 Minutes

Document Examiner,
LBP Branch

2. Paythe
corresponding fee

2.1

Validate the
payment for
the service
charges

None

2.2

Prepare the
Certification/
Statement of
Account, then
forward to
Branch
Officers for
approval and
signature

None

2.3

Affix signature
on the
Certification/
Statement
accordingly

See
Annex A
Below

10 Minutes

Teller/
CA/SA Bookkeper,
LBP Branch

45 Minutes

Salary Loan
Bookkeeper,
LBP Branch

8 Minutes

Branch Service Officer
(BSO)/Branch
Operations Officer
(BOO)/Branch Head
(BH),

LBP Branch
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 2.4 Issue signed None 2 Minutes NAC,
Certification/ LBP Branch
Statement of
Account to
customer
3. Receive None None None None
Certification/
Statement of
Account
TOTAL See 1 Hour,
Annex A 25 Minutes
below
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Bank Certification on Deposit Balances PHP200.00/
{for all kinds of bank deposit certification except those covered in MOAMOLY certification
Bank Guarantse Against Deposit (BGAD) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHP500,000.00 PHPS00.00 PHP,000.00
Depositors = PHP500,000.00 Waived Waived
Non-LANDBANK Clients/
Depositors - PHP1,500.00 PHPA,500.00

C. LANDEANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
Prceree
Perzsonal Checkbook (Booklet of 50 pcs.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHP&00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Chack PHPE0.00
Gift Check PHP55.00

Continuows Form Check/Other Customized Checks

To be based on the approved
amrangements and design per
Memorandum of Agreement

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDGC) PHP10.00
Pull-out by depositor PHPA00.00
Rasetting of Credit Date PHPA 00.00

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" ox 24" PHP1,000/yaar
b) 3" x 10" x 24" PHPA, 200/ year
c) 5" x10" x 24" PHPA,400/year
d) 10" x 10" x 247 PHPA,800/year

2) Any other sizes not specified

For BBS Head Approval

Conditions on the use of SDB:

2. Rental Fee is waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDE
4. SDB comract is wvalid for two (2) years

1. To awvail of SDB, depositor must have account’s with total ADB of at least PHP200,000
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26.

Request for Card/Passbook Replacement

This service includes the processing of over-the-counter request for the
replacement of Proprietary Cards ( ATM, eCard, Cash Card etc.)/Passbook in

view of the following:
Lost/Stolen
Damaged/Defective
Compromised
Filled passbook

a0 oo

LBP Branch

Simple

G2C — Government to Citizen

For Individuals:

Individuals, Government and Private Institutions

1.

Properly accomplished ATM Card
Request Update Form (ACRUF) (One [1

copy)

New Accounts Counter or download at
https://www.landbank.com/forms

A copy of evidence of deposit, as
applicable (for damaged/defective
ATM/Passbook)

Issued by the Bank upon Account Opening

Original copy of Notarized Affidavit of
Loss with Deed of Indemnity

Notary Public

Note:

Valid photo bearing government-issued
ID in the name of the customer (One
[1] original)

Please see Annex A below for
complete list of Acceptable IDs

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

For Government and Private Institutions
In addition to the above documents, the following shall be submitted:

1.

Notarized Resolution/ Secretary’s
Certificate requesting for the
replacement of the applicable Evidence
of Deposit

From the Board/Corporate Secretary of the
Institution
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

Passbook replacement shall be done at the Branch of account

1. Proceed to the
person
responsible once
called and submit
requirements as
indicated above

1.1 Attend to
customer
concern;
check the
completeness,
validity and
accuracy of the
information on
the request
then forward to
the Document
Examiner for
verification

None

10 Minutes

New Accounts Clerk
(NAC),
LBP Branch

None

1.2 Verify the
signatures on
the documents
presented, if in
order forward
the same to
the Teller or
CASA
Bookkeeper,
as the case
may be for the
ATM service
fees, NAC for
passbook
replacement.

None

5 Minutes

Document Examiner,
LBP Branch

2. Paythe
corresponding
replacement fee

2.1 Validate the
payment for
the service
fees, then
forward to
NAC for

processing

See
Annex B
below

10 Minutes

Teller/
CA/SA Bookkeper
LBP Branch
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

2.2 Process the
transaction

None

15 Minutes

NAC,
LBP Branch

None

2.3 Review and
approve the
transaction
accordingly,
Request card
via ATMCICS**

None

10 Minutes

Branch Service Officer
(BSO)/Branch
Operations Officer
(BOO)/Branch Head
(BH),

LBP Branch

None

2.4 Issue receipt or
provide a copy
of the debit
memo, as

applicable

See
Annex B
below

2 Minutes

NAC,
LBP Branch

None

2.5 Issue
new/updated
evidence of
deposit to
customer, or
Claim Form, as

applicable

None

2 Minutes

NAC,
LBP Branch

3. Receive new/
updated evidence
of deposit or
Claim Form, as
applicable

3. For ATM Card
replacement,
advise the
customer to
return after 7
banking days
(for Metro
Manila
Branches,
nearby
provinces and
12 banking
days (for
Provincial
Branches) to
pick up the new
card

None

2 Minutes

NAC,
LBP Branch

TOTAL

See
Annex B
below

56 Minutes

** if card to be issued is not Instant Card
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AGENCY FEES TO |[PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
ATM Card Generation
None 1.1 Generate None 4 Banking eProducts
Cards Days Management
Assistant, eProducts
Management Analyst,
eProducts
Management
Specialist | & I, Sr.
eProducts
Management
Specialist
CMPT, CMU, CAMD
None 1.2 Pick up None On the 5% Authorized
generated Banking Day Messenger,
cards (for NCR and LBP Branch
nearby
provincial
branches)
None 1.3 Send to FMD None On the 5" Authorized
Banking Day Messenger,
CAMD
None 1.4 Send to None On the 6" - Authorized
Authorized 11th Banking Personnel,
Courier Day FMD

On the 7™ Banking Day for NCR and nearby Provincial Branches and 12" Banking Day

for Provincial Branches — Customer to Cl

aim the Card Replacement

1. Proceed to the
person
responsible once
called and submit
the Claim Form
and one (1) valid
ID

1.1 Attend to
customer
concern;
forward it to
the Document
Examiner for
verification

None

3 Minutes

NAC,
LBP Branch
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AGENCY FEES TO [PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Verify the None 2 Minutes Document Examiner,
documents LBP Branch
received, then
forward the
same to BSO
None 1.3 Review and None 10 Minutes BSO,
approve the LBP Branch
transaction.
Retrieve the
ATM card and
release to the
customer
2. Receive new/ ATM | None None None None
card
TOTAL See 15 Minutes
Annex B
below
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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Bank Certification on Deposit Balances PHP200.00¢
{for all kinds of bank deposit certification except those covered in MOAMOLI) certification
Bank Guarantse Against Deposit (BGADY) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBANK Clients/ = PHP&500,000.00 PHPS00.00 PHF1 ,000.00
Depositors > PHP500,000.00 Waived Waived
Non-LANDBANK Clients/
Depositors - PHP1,500.00 PHPA,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
prcerree
Personal Checkbook (Booklat of 50 pes.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHP&00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Check PHPE0.00
Gift Check PHP55.00

Continuous Form Check/Other Customized Chacks

To be based on the approved
arrangaments and design per
Mamorandum of Agreement

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHPA0.00
Pull-out by depositor PHPA 00.00
Reasetting of Credit Date PHPA 00.00

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x24" PHP1,000/year
b) 3" x 10" x 24" PHPA, 200/ year
c) 5" x 10" x 24" PHPA, 400/ year
d) 10" x 10" x 24" PHPA,800/year

2) Any other sizes not specified

For BBS Head Approval

Conditions on the use of SDEBE:

2. Rental Fee is waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDBE
4. SDB contract is valid for two (2) years

1. To awail of SDB, depositor must have account's with total ADB of at least PHP200,000
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27.

Request for Checkbook

This service includes the processing of checkbook requested over-the-counter by the

depositor or its authorized representative at the Branch of Account.

a. Personal Checkbook
b. Commercial Checkbook
c. MDS Checkbook

LBP Branch

Simple

G2C - Government to Citizen; G2B — Government to Business;
G2G - Government to Government

. Properly accomplished Checkbook

Requisition Form (One [1] copy)

Individuals, Government and Private Institutions

New Accounts Counter/Depositor

Branch Officer
for approval

2. Signed Authority to Debit Account (Two | Depositor
[2] copies)
3. Check for payment Depositor
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to None 8 Minutes New Accounts Clerk
person customer (NAC),
responsible once concern; LBP Branch
called and submit forward the
requirements as documents to
indicated above the Document
Examiner for
verification
None 1.2 Verify the None 2 Minutes Document Examiner,
documents LBP Branch
against the
SSC onfile,
then
forward the
same to the
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.3 Review and None 3 Minutes Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
accordingly (BOO)/Branch Head
: (BH),
Ize” forward LBP Branch
Teller/CASA
Bookkeeper
for posting, as
the case may
be
None 1.4 Validate the See 5 Minutes Teller/
transaction Annex A CA/SA Bookkeeper,
None 1.5 Issue receipt None 2 Minutes NAC,
or provide a LBP Branch
copy of the
debit memo,
as applicable
2. Receive receipt or | None None None None
copy of debit
memo
TOTAL See 20 Minutes
Annex A
below
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Bank Certification on Deposit Balances PHP200.00/
{for all kinds of bank deposit certification except those covered in MOAMOLY certification
Bank Guarantse Against Deposit (BGAD) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHP500,000.00 PHPS00.00 PHP,000.00
Depositors = PHP500,000.00 Waived Waived
Non-LANDBANK Clients/
Depositors - PHP1,500.00 PHPA,500.00

C. LANDEANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
Prceree
Perzsonal Checkbook (Booklet of 50 pcs.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHP&00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Chack PHPE0.00
Gift Check PHP55.00

Continuows Form Check/Other Customized Checks

To be based on the approved
amrangements and design per
Memorandum of Agreement

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDGC) PHP10.00
Pull-out by depositor PHPA00.00
Rasetting of Credit Date PHPA 00.00

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" ox 24" PHP1,000/yaar
b) 3" x 10" x 24" PHPA, 200/ year
c) 5" x10" x 24" PHPA,400/year
d) 10" x 10" x 247 PHPA,800/year

2) Any other sizes not specified

For BBS Head Approval

Conditions on the use of SDB:

2. Rental Fee is waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDE
4. SDB comract is wvalid for two (2) years

1. To awvail of SDB, depositor must have account’s with total ADB of at least PHP200,000
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28.

1.

Request for Over-the-Counter Fund Transfer

This service covers the request of existing depositors for an over-the-counter Fund
Transfer to their Branch of Account or to any LBP Branch nationwide.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business

Properly accomplished Authority to
Debit/Credit Account (ADCA) Form

(One [1] set)

Individuals/Institution

New Accounts Counter

documents
against the
SSC onfile,
then

forward the
same to the
Branch Officer
for approval

AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to None 10 Minutes New Accounts Clerk
person customer (NAC),
responsible once concern, LBP Branch
called and submit check the
the requirements completeness,
as indicated validity and
above accuracy of
the
information,
then forward
the complete
requirements
to the
Document
Examiner for
verification
None 1.2 Verify the None 5 Minutes Document Examiner,

LBP Branch
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.3 Review and None 5 Minutes Branch Service Officer
approve the (BSO)/Branch
ADCA request Operations Officer
and forward (BOO)/Branch Head
the same to (BH),
the CASA LBP Branch
Bookkeeper
for processing
None 1.4 Process the See 10 Minutes CA/SA Bookkeeper,
transactionin | Annex A LBP Branch
accordance below
with the
request;
collect service
charge as
applicable
None 1.5 Provide the None 2 Minutes NAC,
customer with LBP Branch
a copy of the
the validated
ADCA Form
2. Receive copy of None None None None
the validated
ADCA Form
TOTAL See 32 Minutes
Annex A
below
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Bank Certification on Deposit Balances: PHP200.00/
{for all kinds of bank deposit certification except those coverad in MOAMNOLY) certification
Bank Guarantae Against Deposit (BGAD) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHP&00,000.00 PHPS00.00 PHP1,000.00
Depositors = PHPS00,000.00 Waived Waived
Non-LANDBANK Clients/
Depositors - PHP1,500.00 PHPA,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
Prcerree
Parsonal Checkbook (Booklet of 50 pcs.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHPS00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00. 00
Manager's Check PHPE0.00
Gift Check PHP55.00

Continuous Form Check/Other Customized Chacks

To be based on the approved
amrangaments and design per
Memorandum of Agresment

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP10.00
Pull-out by depositor PHPA 00,00
Reasetting of Credit Date PHPA 00,00

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 24" PHP1,000/year
b) 3" x10" x 24" PHPA, 200/ year
c) 5" x10" x 24" PHPA,400/year
d) 10" x 10" x 247 PHPA,800/year

2) Any other sizes not specified

For BBES Head Approval

Conditions on the use of SDB:

2. Rental Fee is waived if ADB is at least PHP1.0M at any time

3. Depaosit for the key is PHP2,000 regardless of size of SDE
4. SDB contract is walid for two (2) years

1. To awail of SDB, depositor must have account's with total ADB of at least PHP200,000
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29. Request for Stop Payment Order

The Stop Payment Order (SPO) shall only be honored and processed under the
following conditions at the Branch of Account:

a. The check is not stale.

b. The check is not certified. The check is considered certified when the Bank
undertakes to pay it at any future time when presented for payment.

c. The check is not yet paid/negotiated nor covered by an outstanding SPO.

LBP Branch

Simple

G2C — Government to Citizen

Individuals, Government and Private Institutions

1. Individual (Single or Joint) Peso or
Dollar
o Affidavit of Loss with Deed of Branch/Notary Public
Indemnity (in case of Lost check)
e Customer Request Form (CRF) All LBP Branches
2. Institutional Customer (Private /
Government)
e Affidavit of Loss with Deed of Branch/Notary Public
Indemnity (in case of Lost check)
e Customer Request Form (CRF) All LBP Branches
3. Cash/Check for payment Customer
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AGENCY FEES TO |PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

1. Present the CRF 1.1 Review the None 10 Minutes New Accounts Clerk
duly signed by the CRF received (NAC),
authorized to ensure that LBP Branch
signatories the CRF

request is

properly
accomplished
by the
requesting
party,
prepared in

three (3)

copies,

conditions in
honoring SPO
are met and
reasons are
acceptable.

Indicate on

the request

the date and
time of receipt
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Verify the None 10 Minutes Document Examiner,
signature/s on LBP Branch
the CRF
against
CIS/SSC on
file or valid ID
in case of
CFC and
MDS checks
None 1.3 Check and None 10 Minutes | Branch Service Officer
approve the (BSO)/Branch
CRF, indicate Operations Officer
the expiry (BOO)/Branch Head
date of the LBP(BBH)’
ranch
request, then
forward to
Teller or
CASA
Bookkeeper
as the case
may be for
processing
2. Pay the service 2.1 Receive the See 10 Minutes Teller/
charge at the payment from | Annex A CA/SA Bookkeeper,
Counter the below LBP Branch

depositor/debit
the account
and machine-
validate the
CREF. Give the
triplicate copy
of the CRF to
the requesting
party, the first
and second
copy to the DE
and
BSO/BOO/BH,
respectively
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CLIENT STEPS AGENCY FEES TO [PROCESSING PERSON

ACTIONS BE PAID TIME RESPONSIBLE
None 2.2 Tag the SPO None 10 Minutes Document Examiner/
request in the BSO/BOO/BH,
FIAS terminal LBP Branch

with validity of
six (6) months
from the date
of receipt.
Indicate the
expiry date of
SPO in the
original and
duplicate of
CREF.

None 2.3 Attach the None 5 Minutes Document Examiner,
CRF to the LBP Branch
corresponding
CIS/SSC

TOTAL See 55 Minutes
Annex A
below
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Bank Ceartification on Deposit Balances PHP200.00/
{for all kinds of bank deposit certification except those covered in MOAMOLY certification
Bank Guarantse Against Deposit (BGAD) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBANK Clients/ = PHP&50:0,000.00 PHPS00.00 PHPA,000.00
Depositors = PHPS00,000.00 Waived Waived
Non-LANDBANK Clients/
Deapositors - PHP1,500.00 PHPA,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
priceree
Personal Checkbook (Booklet of 50 pes.) PHP300.00
Commearcial Checkbook (Booklet of 100 pcs.) PHP&00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Chack PHPE0.00
Gift Check PHP55.00

Continuous Form Check/Othar Customized Chacks

To be based on the approved
amrangaments and design per
Memorandum of Agreament

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP10.00
Pull-out by depositor PHPA00.00
Rasetting of Cradit Date PHPA00.00

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 24" PHPH,000/year
b) 3" x10" x 24" PHPA,200/year
c) 5" x 10" x 24" PHPA,400/year
d) 10" x 10" x 247 PHPA,800/year

2) Any other sizes not specified

For BBS Head Approval

Conditions on the use of SDB:

2. Rental Fea is waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDB
4. SDB comnract is valid for two (2) years

1. To awail of SDB, depositor must have account's with total ADB of at least PHP200,000
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30. Request for the Reprinting of Bank Statement

This covers the reprinting of Bank Statement by accountholders/authorized
representatives to be requested at the Branch of Account.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

1. Properly accomplished Customer
Request Form (CRF) (1 copy)

Individuals, Government and Private Institutions

New Accounts Counter or download at
https://www.landbank.com/forms

2. Photo bearing government-issued ID, if
BS will be claimed by a representative
(One (1) valid ID)

Note: Please see Annex A for complete

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

and if in order
forward CRF
to Branch
Officer for
review and
approval

list of Acceptable IDs
3. A copy of Letter of Authority, if Depositor
applicable
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Check None 20 Minutes New Accounts Clerk/
Branch personnel completeness Document Examiner,
responsible once of information LBP Branch
called and submit in the CRF;
the requirements forward
as indicated document to
above the Document
Examiner for
verification
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CLIENT STEPS AGENCY FEES TO [PROCESSING PERSON

ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Review and See 5 Minutes Branch Service Officer
approve the Annex B (BSQ)/BranCh
transaction below (gg‘g)e/'gons 2’2092
: ranch Hea
accordingly (BH),
LBP Branch
None 1.3 Process the 10 Minutes NAC,
reprinting LBP Branch
None 1.4 Request 3 Minutes NAC,
customer to LBP Branch

acknowledge
receipt of BS

in the CRF,

then release

BS to

customer or its

authorized

representative

2. Acknowledge None None None None
receipt of BS in
the CRF and
receive BS/Claim
Form
TOTAL See 38 Minutes
Annex B
below
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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Bank Certification on Deposit Balances PHP200.00/
{for all kinds of bank deposit certification except those covered in MOAMOLI) certification
Bank Guarantse Against Deposit (BGAD) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBANK Clionts/ = PHP&00,000.00 PHPS00.00 PHP,000.00
Depositors = PHPS00,000.00 Waived Waived
MNon-LAMDBANK Clients/
Depositors - PHP1,500.00 PHPA,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
Prceree
Parzonal Checkbook (Booklet of 50 pes.) PHP200.00
Commercial Checkbook (Booklet of 100 pcs.) PHP&00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Check PHPE0.00
Gift Check PHP55.00

Continuous Form Chack/Othar Customized Chacks

To be based on the approved
amrangaments and design per
Memorandum of Agreement

E. Check Warehousing Facility

Transaction Fee
Acceptance of Post-Dated Check (PDC) PHP10.00
Pull-out by depositor PHPA 0000
Rasetting of Cradit Date PHPA 0000

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x B ox24" PHP1,000/year
b) 3" x 10" x 24" PHP1,200/year
c) 5" x 10" x 24" PHP1,400/year
d) 10" x 10" x 247 PHP1,800/year

2) Any other sizes not specified

For BBS Head Approwval

Conditions on the use of SDB:

2. Rental Fee is waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDBE
4. SDB contract is wvalid for two (2) years

1. To awvail of SDB, depositor must have account's with total ADEB of at least PHP200,000
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31. Request for the Reprinting of Bank Statement not available in

Branch (IDRARS)

This covers the reprinting of Bank Statement by accountholders/authorized
representatives to be requested at the Branch of Account.

LBP Branch

Complex

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Request Form (CRF) (1

1. Properly accomplished Customer

copy)

Individuals, Government and Private Institutions

New Accounts Counter or download at
https://www.landbank.com/forms

(One (1) valid ID)

2. Photo bearing government-issued ID, if
BS will be claimed by a representative

Note: Please see Annex A for complete

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

Branch personnel
responsible once
called and submit
the requirements
as indicated above

completeness
of information
in the CRF;
forward
document to
the Document
Examiner for
verification
and if in order
forward CRF
to Branch
Officer for
review and
approval

list of Acceptable IDs
3. A copy of Letter of Authority, if Depositor
applicable
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Check None 20 Minutes New Accounts Clerk/

Document Examiner,

LBP Branch
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Review and See 5 Minutes Branch Service Officer
approve the Annex B (BSO)/Branch
transaction below (Bogfg) a/tBions ?Itilcerd
i ranch Hea
accordingly (BH),
LBP Branch
None 1.3 Process the 10 Minutes NAC,
reprinting LBP Branch
None 1.4 Request 3 Minutes NAC,
customer to LBP Branch
acknowledge
receipt of BS
in the CRF,
then release
BS to
customer or its
authorized
representative
None 1.5 Provide Claim NAC,
Form for BS LBP Branch
requested at
SID
None 1.6 Retrieve BS 6 Banking Systems
no longer Days Implementation
available thru Analyst/System
IDRARS Implementation
Specialist
SID
2. Acknowledge None None None None
receipt of BS in
the CRF and
receive BS/Claim
Form
TOTAL See 6 Banking
Annex B Days,
below 38 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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Bank Ceartification on Deposit Balances PHP200.00/
{for all kinds of bank deposit certification except those covered in MOAMOLY certification
Bank Guarantse Against Deposit (BGAD) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHP&0O,000.00 PHPS00.00 PHPA,000.00
Depositors = PHPS00,000.00 Waived Waived
Non-LANDBANK Clients/
Deapositors - PHP1,500.00 PHPA,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
priceree
Personal Checkbook (Booklet of 50 pes.) PHP300.00
Commearcial Checkbook (Booklet of 100 pcs.) PHP&00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Chack PHPE0.00
Gift Check PHP55.00

Continuous Form Check/Othar Customized Chacks

To be based on the approved
amrangaments and design per
Memorandum of Agreament

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP10.00
Pull-out by depositor PHPA00.00
Rasetting of Credit Date PHPA 00.00

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 24" PHPH,000/year
b) 3" x10" x 24" PHPA,200/year
c) 5" x 10" x 24" PHPA,400/year
d) 10" x 10" x 247 PHPA,800/year

2) Any other sizes not specified

For BBS Head Approval

Conditions on the use of SDB:

2. Rental Fea is waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDB
4. SDB comnract is valid for two (2) years

1. To awail of SDB, depositor must have account's with total ADB of at least PHP200,000
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32. Salary Loan

This covers the processing of loan application of employees of Government and
Private Institutions with Memorandum of Agreement (MOA) executed by and
between the institution and LANDBANK.

Loan application can be filed through the Branches or through www.landbank.com

LBP Branch
Simple
G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Employees of Government and Private Institutions

1. Memorandum of Agreement between | LBP Branch
the Bank and the Institution (1 set)
2. Signed Authority to debit account or | Customer

check for payment (1 copy)
3. Properly accomplished Bank Forms

LBP Branch/Agency Authorized Officer

and Supporting Documentary
Requirements (1 set)
e Duly Notarized Salary Loan

Application/Agreement Form
e Employer’s Certification

o Certified/True copy of latest
Payslip

4. Borrower-Co maker List, for Electronic | Agency

Salary Loan

AGENCY FEES TO | PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Submit properly 1.1 Determine None 3 Hours Salary Loan

accomplished eligibility of Bookkeeper,

Salary Loan applicant (for LBP Branch

Application to the SLS); forward

person the complete

responsible (for set of

SLS); for requirements

Electronic Salary to the DE for

Loan (ESL), verification

access the e-

banking channels

for Loan

Application
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AGENCY FEES TO |PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

None 1.2 Verify the None 1 Hour Document Examiner,
documents LBP Branch
presented
then forward
to Branch
Officers for
approval

None 1.3 Review See 1 Banking BSO/BOO/BH,
application; Annex A Day LBP Branch
seek approval below
from
appropriate
Branch Officer

2. Affix signature on | 2.1 Process the 1 Banking Salary Loan
applicable loan and Day Bookkeeper,
documents to require LBP Branch
signify conforme borrower to
(for SLS) sign
applicable
documents

None 2.2 Credit 2 Hours Salary Loan
proceeds to Bookkeeper,
the account LBP Branch

nominated by
the borrower
and provide
borrower with
a copy of
applicable
loan
documents
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AGENCY FEES TO PROCESSING PERSON

CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
3. Verify if the None None None None

proceeds are

credited to

nominated

account; receive

copy of applicable

loan documents

TOTAL See 2 Banking
Annex A Days,
below 6 Hours
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Annex A

Parameter Terms and Conditions

Interest Rate 8.5% per annum based on monthly diminishing
balance payable in arrears

Non-Interest Charges

a. Service fee Government: One-time deduction equivalent to %2
of 1% of the approved loan; minimum of £200.00
up to maximum of £1,500.00

Private Institution: One-time deduction equivalent
2% of the approved loan; but not to exceed
£7,500.00

b. Advance Interest Computed from loan approval up to the day prior to
the 1% amortization period

c. Credit Life Insurance (CLI) Based on existing rates of the insurance company
Premium at the time of loan application

In case of loan renewal, CLI premium is collected
in full while the unexpired insurance premium shall
be credited to the employee-borrower's ATM
account upon receipt-of notice from the insurance
company.

d. Documentary Stamp Tax Based on existing BIR rules and regulations, i.e.,
#1.50 for every £200.00 or a fractional part thereof
for loans exceeding £250,000.00

e. Penalty Three percent (3%) per month shall be imposed on
the past due amount (principal) after five (5)
banking days grace period.

Waiver of penalty shall be approved in accordance
with the CA/SA

f. Other Charges as applicable Outstanding balance of existing salary loan in case
of migration from other system shall include unpaid
interest, and other applicable fees/charges.
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33. Sale/Purchase of Foreign Currencies

This service covers the processing of over-the-counter Sale/Purchase of US
Dollar Notes and third currencies* currently offered by the Bank to its existing
depositors and which can be availed at the following Branches depending on
the type of currency involved.

Notes/Currencies Name of Branches

US Dollar Notes All Branches

3" Currencies

Chinese Yuan Cash Department

Yen Cash Department & Buendia

Euro Cash Department, East Ave. Greenhills,
General Santos Highway and Intramuros

LBP Branch

Simple

G2C — Government to Citizen
Individuals

For Individual:

1. Properly accomplished Application to | New Accounts Counter
Purchase  Foreign  Currency or
Application to Sell Foreign Currency,
as applicable (One (1) set)

2. Photo bearing government-issued ID | Any government agency issuing identification

(One (1) original) cards (DFA, GSIS, SSS, LTO, PRC, etc.)
Note: Please see Annex A for complete
list of Acceptable IDs.
3. Currency for Exchange Customer
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Receive and None 15 Minutes New Accounts Clerk
person verify (NAC),
responsible once completeness, LBP Branch
called and present validity and
the above accuracy of
requirements as information on
indicated above the form and
the
genuineness
of currency for
exchange
None 1.2 Verify the None 10 Minutes Document Examiner,
documents LBP Branch
presented
None 1.3 Review and None 10 Minutes | Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
- BOO)/Branch Head
accordingly (i ) (BH),
LBP Branch
None 1.4 Request for None 15 Minutes Teller,
appropriate LBP Branch
currency
needed, if
applicable, the
process the
transaction
None 1.5 Release None 5 Minutes Teller,
amount of LBP Branch
currency
exchanged, as
applicable
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Receive None None None None
equivalent amount
of currency
exchanged
TOTAL None 55 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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34. Servicing of Modified Disbursement System Transactions

This service is available to government agencies to comply with the directive of

the Department of Finance (DOF) and the Department of Budget and

Management (DBM) to facilitate the effective management of cash resources of

the National Government particularly on the reconciliation of Disbursements of

the National Government Agencies (NGAs) from the accounts of the Bureau of

the Treasury (BTr) with LANDBANK. This includes the following:

a. Access to eMDS

b. Account Opening /Enrolment of Modified Disbursement System (MDS) Sub-
Account

c. Processing of Notice of Cash Allocation (NCA)/Notice of Transfer of
Allocation (NTA)

d. Processing of List of Due and Demandable Accounts Payable — Advice to

Debit Account (LDDAP-ADA) and Advice of Checks Issued and Cancelled

(ACIC)

Cancellation of MDS Checks/LDDAP-ADA

Adjustments of ACIC/LDDAP-ADA

Negotiation of MDS Checks/LDDAP ADA

MDS Seed Fund Replenishment

SQ o

LBP Branch
Simple

G2G - Government to Government
Government Institutions

documents to
request the
processing of

forward the
documents to
the officer for

MDS transactions approval/
as listed in notation
Annex A

1. Agency Enrolment Form Branch
2. User Enrolment Form Agency concerned
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Coordinate with 1.1 Attend to None 30 Minutes MDS Bookkeeper,
the Branch Head/ customer LBP Branch
MDS Bookkeeper concern;
for the availment provide
of the service then overview of
submit applicable the service;
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Review and None 15 Minutes | Branch Service Officer
approve/note (BSO)/Branch
the Operations Officer
transaction (BOO)/% 5;_’/’)‘3’7 Head
accordingly LBP Branch
None 1.3 Coordinate None 20 Minutes MDS Bookkeeper,
with Head LBP Branch
Office
counterparts
for the
enrolment of
the agency to
the eMDS
None 1.4 Process the None 30 Minutes MDS Bookkeeper,
applicable LBP Branch
transaction
None 1.5 Provide None 2 Minutes MDS Bookkeeper,
agency with a LBP Branch
copy of
processed
transactions
2. Receive None None None None
applicable
duplicate copy of
the agency
TOTAL None 1 Hour,
37 Minutes
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Annex A

DOCUMENTARY REQUIREMENTS FOR OPENING AN ACCOUNT

Classification

Required Document/s

INDIVIDUAL

Filipino residents

—_

At least one (1) original valid photo-bearing ID

Two (2) recent ID photos

Birth certificate of the child, in case of parents opening an
account in behalf of their child

Notarized Special Power of Attorney (SPA), if customer is blind or
visually impaired and shall transact over-the-counter (OTC) with
another person or an Attorney-in-Fact (AIF), or shall open a Time
Deposit (TD) account

Waiver and Quit Claim, if customer is blind or visually impaired
and shall transact OTC by himself/herself

Foreigner

Passport

Alien Certificate of Registration issued by the Bureau of
Immigration/Diplomatic Identification Card issued by the DFA
specifying status i.e., working, business, student or non-resident

Note: Foreign national whose working permit is under process
shall be required to submit Certificate of Employment.

Two (2) recent ID photos

Single Proprietorship

hPowh-=

At least one (1) original valid photo-bearing ID
Two (2) recent ID photos

Certificate of Registration with the DTI
City/Municipal Mayor’s Permit

Court-appointed Fiduciary
(Guardian, Administrator,
Trustee or Receiver)

—

At least one (1) original valid photo-bearing ID of the Court-

appointed Fiduciary and the Beneficial Owner

Two (2) recent ID photos of the Court-appointed Fiduciary and

the Beneficial Owner

Original Copy of the document containing the Fiduciary’s

appointment, specifically:

a. For Guardian — Letter of Guardianship

b. For Executor of a Will — Letters Testamentary

c. For Administrator of a Will — Letters of Administration

d. For Rehabilitation Receiver or Liquidator (of financially
distressed corporations and individuals) — Court Order

e. For Liquidation Receiver (in the case of involuntary
dissolution of corporation per Securities and Exchange
Commission [SEC]) — Court Order

f. For Liquidation Trustee of a dissolved corporation duly
appointed by the court (in the absence of one appointed by
the board of directors) — Court Order
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Classification

Required Document/s

In the case of dissolved corporations where a Liquidation
Trustee has been appointed by the last-remaining board of
directors:
= Original notarized Secretary’s Certificate/Board
Resolution pertaining to the designation/appointment of
a liquidation trustee
» Last General Information Sheet (GIS) filed with the SEC

Original Copy of Court Order authorizing the Fiduciary to open a
deposit account with LANDBANK, except for Liquidation Trustee
appointed by the last-remaining board of directors

Supporting information on the intended nature of the business
relationship, source of funds or source of wealth of the customer
(such as ITR, Audited FS, Loan Application, Deed of Donation,
Deed of Sale, and the like), if applicable

NON-INDIVIDUAL

Partnership

wh =

At least one (1) original valid photo-bearing ID of each Partner
Two (2) recent ID photos of each Partner

Articles of Partnership and By-laws, including amendments, if
any

Certificate of Registration with the SEC

Notarized agreement/resolution designating the extent of
authority of each Partner in dealing with the depository Bank

Corporation

At least one (1) original valid photo-bearing ID of each of the

Authorized Signatories

Two (2) recent ID photos of each of the Authorized Signatories

Articles of Incorporation and By-Laws, including amendments, if

any.

Certificate of Registration with the SEC

Duly notarized Board Resolution or Secretary’s Certificate

containing the following:

a. Authority to open an account with LANDBANK

b. Designated officers authorized to deposit, withdraw, endorse
or negotiate checks and otherwise deal with the Bank and the
nature and extent of such authority

c. Certification that the resolution remains effective and
subsisting and has not been amended, revoked or suspended

Certificate of registration/license/authority/accreditation from

other government agency in special cases (e.g., BSP, Insurance

Commission, Department of Education, Commission on Higher

Education, TESDA, DSWD)

Latest General Information Sheet which lists the names of

directors/trustees/principal stockholders owning at least twenty

percent (20%) of the outstanding capital stock and primary

officers such as the President and Treasurer
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Classification

Required Document/s

The name, present address, nationality, date of birth, contact
number, and source of funds of each of the primary officers
(President, Treasurer, and Authorized Signatories)

Income Tax Return (ITR), Audited Financial Statements, Loan
Application, Deed of Donation, Deed of Sale, or other financial
document to show source of funds or wealth of the customer, if
applicable.

Foreign Corporation

wn

At least one (1) original valid photo-bearing ID of each of the
Authorized Signatories
Two (2) recent ID photos of each of the Authorized Signatories
Articles of Incorporation and By-Laws, including amendments, if
any
Duly authenticated Secretary’s Certificate or equivalent
document of the foreign corporation certifying to the issuance of
a Board Resolution (i) authorizing the opening of a deposit
account, (ii) designating its authorized signatory/ies, and (iii)
designating its resident agent to the Philippines
License to do business in the Philippines duly issued by SEC, if
the foreign corporation is doing business in the Philippines
Note: ltems 1 and 2 shall be duly authenticated before a Consular
Office of the Philippines and all documents written in a
foreign language shall be translated in English.
Latest General Information Sheet which lists the names of
directors/trustees/principal stockholders owning at least twenty
percent (20%) of the outstanding capital stock and primary
officers such as the President and Treasurer
The name, present address, nationality, date of birth, contact
number, and source of funds of each of the primary officers
(President, Treasurer, and Authorized Signatories)
Income Tax Return (ITR), Audited Financial Statements, Loan
Application, Deed of Donation. Deed of Sale, or other financial
document to show source of funds or wealth of the customer, if
applicable.

One Person Corporation
(OPC)

ok b=

At least one (1) original valid photo-bearing ID

Two (2) recent ID photos

Certificate of Incorporation from the SEC which shall bear the
suffix OPC

Articles of Incorporation

Certificate of the Corporate Secretary (Secretary’s Certificate) or
(in case a Corporate Secretary has not been appointed) a
notarized statement/affidavit by the sole stockholder attesting to
the issuance of a resolution authorizing the opening of a deposit
account for the OPC.

Joint Ventures/
Consortiums

At least one (1) original valid photo-bearing ID of each of the
Authorized Signatories
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Classification

Required Document/s

W

Two (2) recent ID photos of each of the Authorized Signatories

For incorporated Joint Ventures/Consortiums:

a. Certificate of Registration with the SEC

b. Articles of Incorporation and By-Laws of each of the
corporations involved in the joint venture, including
amendments, if any

c. Notarized Secretary’s Certificate of the Joint
Venture/Consortium containing the following:

o Authority to open an account with LANDBANK

o Designated officers authorized to deposit, withdraw,
endorse or negotiate checks and otherwise deal with the
Bank deposit and the nature and extent of such authority

For unincorporated Joint Ventures/Consortiums between

Individuals and Corporations:

a. Notarized Board Resolution or Secretary’s Certificate of the
Corporation on its authority to enter into a Joint
Venture/Consortium Agreement with the other part/ies and its
authorized signatories thereto

b. Copy of the Joint Venture/Consortium Agreement

c. Ifitis not clearly stated in the Joint Venture/ Consortium
Agreement the authority to open an account with LANDBANK
and the authorized signatories to the account:

o Notarized Secretary's Certificate of the Corporation
containing the (i) authority to open an account with
LANDBANK for the Joint Venture/Consortium and (ii) the
designated officers authorized to deposit, withdraw,
endorse or negotiate checks and otherwise deal with the
Bank deposit and the nature and extent of such authority

e Special Power of Attorney of the Individual appointing the
officer designated in the Secretary’s Certificate of the
Corporation as his Attorney-in-Fact, (i) authorizing the
opening of the account for the Joint Venture/Consortium
and (ii) to deposit, withdraw, endorse or negotiate checks
and otherwise deal with the Bank deposit and the nature
and extent of such authority

For unincorporated Joint Ventures/Consortiums between

Individuals:

a. Joint Venture/Consortium Agreement

b. [fitis not clearly stated in the Joint Venture/Consortium
Agreement the authority to open an account with
LANDBANK and the designated person authorized to
deposit, withdraw, endorse or negotiate checks and
otherwise deal with the Bank deposit and the nature and
extent of such authority:

e Special Power of Attorney of the Individual appointing the
other party as his Attorney-in-Fact, (i) authorizing the
opening of the account for the Joint Venture/Consortium,
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Classification

Required Document/s

and (ii) to deposit, withdraw, endorse or negotiate checks
and otherwise deal with the Bank deposit and the nature
and extent of such authority

c. Philippine Contractors Accreditation Board (PCAB) License
of the parties involved, if engaged in the construction
business

Corporation in the
process of incorporation

. Atleast one (1) original valid photo-bearing ID of the “Treasurer-

in-Trust for”

2. Two (2) recent ID photos of the “Treasurer-in-Trust for”
3. Proposed Articles of Incorporation stating therein the name of
“Treasurer-in-Trust for” authorized to open an account with
LANDBANK in behalf of the corporation
Association/ 1. Atleast one (1) original valid photo-bearing ID of each of the

Organization

Authorized Signatories
Two (2) recent ID photos of each of the Authorized Signatories
Certificate of Registration (or equivalent document) with
appropriate government agency, such as:
a. For Homeowners’ Association — DHSUD
b. For Condominium Association — SEC
c. For Government Employees’ Association — Civil Service
Commission and DOLE
d. For Private Sector Union or Labor Organization — DOLE
Articles of Incorporation (or equivalent document) and By-
Laws, including amendments, if any
Duly notarized Secretary’s Certificate containing the following:
¢ Authority to open an account with LANDBANK
o Officers authorized to sign and the nature and extent of
such authority
o Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
superseded

Cooperative

. Atleast one (1) original valid photo-bearing ID of each of the

Authorized Signatories

Two (2) recent ID photos of each of the Authorized
Signatories

Certificate of Registration with the Cooperative Development
Authority

Articles of Cooperation and By-Laws, including amendments,
if any

Cooperative Annual Performance Report (CAPR) Form
(Revisions No. 5)

Duly notarized Secretary’s Certificate containing the following:
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Classification

Required Document/s

¢ Authority to open an account with LANDBANK
o Officers authorized to sign and the nature and extent of
such authority
o Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
superseded
7. BIR Registration/Non-tax Certificate

National Government
Agency/Constitutional
Commission

1. Atleast one (1) original valid photo-bearing ID of each of the
Authorized Signatories
2. Two (2) recent ID photos of each of the Authorized
Signatories
3. Charter and/or law creating the government
corporation/office/agency or Executive Order/Department
Order creating the government entity, if newly created
4. Duly notarized Board Resolution/LOA from the Head of
Agency incorporating the following:
¢ Authority to open an account with LANDBANK
¢ Officers authorized to sign and the nature and extent of
such authority
¢ Certification that the resolution remains effective and
subsisting and has not been amended, revoked or
superseded

Local Government Unit

1. Atleast one (1) original valid photo-bearing ID of each of the
Authorized Signatories
2. Two (2) recent ID photos of each of the Authorized
Signatories
3. Sanggunian Resolution of LGU concerned certified by the
Secretary to the Sanggunian, incorporating the following:
¢ Authority to open an account with LANDBANK
o Officers authorized to sign and the nature and extent of
such authority
o Certification that such resolution remains effective and
subsisting and has not been amended, revoked or
superseded.

Notes:
Per Section 43, COA Circular No. 382-92

A. For Current Accounts (Except for Barangays)

e The Local Treasurer and Local Administrator, or in the
absence of the Local Administrator, the Local Chief
Executive, must be the authorized signatories (the terms
and conditions of the current account fo be signed by the
Local Chief Executive and Local Treasurer). No
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Classification

Required Document/s

Sanggunian Resolution as to the designation of the
aforesaid authorized signatories is necessary.

B. For separate accounts opened for expenditures of the
Sanggunian of a Province, City or Municipality

o Authorized signatories are the Local Treasurer and the
Vice Governor/Vice Mayor. No Sanggunian
Resolution is necessary

Per Section 454 of the Local Government Code
C. For Current Accounts (Except for Barangays)

e Sanggunian Resolution on the concurrence to the
appointment of the local administrator by the local
chief exectutive is required.

4. In case of a temporary or permanent vacancy in the Office of
the Local Chief Executive or Local Treasurer, the following
shall be required:

e A new Sanggunian Resolution when the previous
Sanggunian Resolution specifically indicates the name of
the former Local Chief Executive or Local Treasurer.

If the general term “Chief Executive” and “Local
Treasurer” of LGU was used in the Sanggunian
Resolution in the opening of account, a certification-from
the DILG and BLGF on the assumption of the successor,
respectively, shall be sufficient.

e If there is a conflict on the assumption to a position and a
Sanggunian Resolution cannot be secured, a certification
from the DILG on the assumption of the successor shall
be required while, for the new Treasurer, a certification
from the BLGF.

Barangay

1. At least one (1) original valid photo-bearing ID of each of the
Authorized Signatories

2. Two (2) recent ID photos of each of the Authorized
Signatories

3. Barangay Council Resolution stating its authorized signatories

4. List of Officers

5. Officers’ Oath of Office
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Classification

Required Document/s

6. In case of a temporary or permanent vacancy in the Office of
the Local Chief Executive or Barangay Treasurer, the
following shall be required:

A new Barangay Resolution when the previous Barangay
Resolution specifically indicates the name of the former
Barangay Chairperson or Barangay Treasurer.

If the general term “Barangay Chairperson” and
“Barangay Treasurer” was used in the Barangay
Resolution in the opening of account, a certification from
the DILG on the assumption of the successor as
Barangay Chairperson, while for the New Treasurer, a
Sanggunian Resolution concurring to the appointment of
the Barangay Treasurer, shall be sufficient.

If there is a conflict on the assumption to a position and a
Barangay Resolution cannot be secured, a certification
from the DILG on the assumption of the successor shall
be required.

Unincorporated Units of
the Government (i.e., for
accounts opened for
Public Officials for funds
held in their official
capacity)

1. Atleast one (1) original valid photo-bearing ID of the public
official and each of the Authorized Signatories

2. Two (2) recent ID photos of the public official and each of the
Authorized Signatories

3. Letter of intent to open a deposit account with the Bank by the
public official

4. Duly Notarized SPA, in case a public official designates
signatory/ies to the account or appoints representative/s to
transact with the Bank in his behalf

For corporate/
institutional customers
opening additional
accounts

1. For Corporate Customers:

Duly authenticated copy of Certificate of Registration

issued by:

a. Security and Exchange Commission (SEC) for
corporations and partnerships;

b. Cooperative Development Authority (CDA) for
cooperatives;

c. Bangko Sentral ng Pilipinas (BSP); and

d. Proof of registration with AMLC for money
changers/foreign exchange dealers and remittance
agents.

Articles of Incorporation or Association, and By-Laws or

any equivalent documents

2. For Institutional Customer

Original copy of the following:
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Classification

Required Document/s

Latest General Inormation Sheet (which lists the
names of directors/trustees/partners, principal,
stockholders owning at least twenty percent (20%)
of the outstanding capital stock and primary officers
such as the President and Treasurer) or any
equivalent documents;

Notarized Certificate of Corporate Secretary (for
private institutional customer), Certification by the
Secretary to the Sanggunian as to the issuance of a
Resolution, or notarized Letter of Authority from
Head of Government Agency (for government
institutional customers), whichever is applicable.

Valid ID/s of the Corporate Secretary or written
authorization for the authorized representative.
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35. Trust/Treasury Placements

This refers to Trust and Treasury (Government Securities and Corporate
Securities) products available to walk-in customers or existing depositors offered
by the Trust/Treasury Banking Groups through the Branches.

Please refer to Annex A below for the complete List of Trust Products.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G - Government to Government

1. Valid photo bearing government-issued
ID in the name of the
customer/authorized signatory (One (1)
photocopy, original to be presented)

Individuals, Government and Private Institutions

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

Note: Please see Annex B below for
complete list of Acceptable IDs

Authority to Debit/Credit
(ADCA)/Cash/Check for placement

New Accouts Counter/Customer

3. Deposit Account (as settlement Customer
account)
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed directly to 1.1 Attend to None 1 Hour Branch Service Officer
the office of the customer (BSQO)/Branch
Branch Officer for concern; Operations Officer
inquiry conduct KYC (BOO)/Branch Head
procedures (BH),
and provide LBP Branch

overview of the
product being
offered
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Conduct None BSO/BOO/BH,
Suitability LBP Branch
Assessment to
determine the
need of the
customer
None 1.3 If the customer None BSO/BOO/BH,
is decided for LBP Branch

his/her
placement,
request
customer to
accomplish the
documentary
requirements:

See Annex C

Note: In case the
customer has no
existing deposit
account, he/she
shall be required to
open an account to
be used as
Settlement Account
for his/her
placement
(procedure and
processing time
shall apply for
opening an

account)
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE

None 1.4 Coordinate None 20 Minutes BSO/BOO/BH,

with Head LBP Branch

Office

counterpart

and if in order,

approve the

transaction

accordingly;

forward the

mode of

placement to

the Teller or

CASA

Bookkeeper as

the case may

be
None 1.5 Process the None 15 Minutes Teller (if paid through

transaction cash/check)

CA/SA Bookkeeper (if
through debit from
account),
LBP Branch

None 1.6 Provide None 10 Minutes New Accounts Clerk

Treasury/ Trust (NAC),

LBP Branch

Hub Personnel
advance copy
of documents
accomplished
by the
customer
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Sign Order Ticket |2. Provide None 15 Minutes BSO/BOO/BH,
to signify customer copy LBP Branch
conforme on of Order Ticket
amount placed and other
supporting
documents as
evidence of
placement with
LANDBANK
3. Receive copy of None None None None
Order Ticket and
other supporting
documents
TOTAL None 2 Hours
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Annex A
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LANDBANK OMNIBUS DIRECTORY OF PRODUCTS AND | 2021
SERVICES —TRUST BANKING GROUP

LAMDBAME-Trust Banking Group as an Escrow Agent acts as a third and impartial party to intervens
or to hold in escrow contracts involving money, securities, property titles, or documents to secure
faithful compliance by either or both parties with the terms of the contract

BEMEFITS

=  Efficient supervision and monitoring of the conditions of the contract of parties inwvobred

= Transaction risk is mitigated by securing the interests of both transaction parties

= Assured of delivery of the escrow deposit or asset upon fulfillment of the requirements or
conditions set forth in the Escrow Agreement

ESCROW Services Offered by TEG
31 POEA Escrow

Based on Part Il, Rule Il of the 2002 POEA rules and regulations governing the recruitment and
employment of land-based Owerseas Filipino Workers (OFW) and on Part II, Rule I, 2003 POEA
rules and regulations gowerning the recruitment and employment of seafarers. This is a
stamdard escrow arrangement required by the POEA in the application and renewal for a license
of owerseas employment agencies.

All overseas employment agencies are required 1o set up an Escrow account with an acoredited
reputable bank and deliver to the Escrow agent the amount of at least P10 Milion or
£20.000.00. This is to ensure that there are funds set aside by the manning/recruitment agency
far any eventuality of garnishment due to disputes between the manning/recruitment agency
and the OFW.

32 Capital Gains (BIR) Escrow

Based on BIR Revenue Regulation Mo 13-99, as amended by BIR Regulation Mo, 14-00,
governing the exemption of certain individuals from the capital gains tax on the sale, exchange,
or disposition of his Principal Residence. This is also a standard Esorow Arrangement wherein a
Filipino citizen who has sold his Principal Residence (house and lot), may set up an Escrow with
EIR and deliver to the Escrow Agent/Authorized Agent Bank [AAE) the amount equivalent to
the capital gains tax derived from the sale, exchange, disposition of his Principal Residence. The
seller iz given by BIR a maximum of 18 months from the date of the sale or disposition to
acguire or construct a3 new Principal residence using the proceeds from the sale exchange, or
disposition of his old Principal Residence. The Escrow Agent/AAEB shall release to the
Seller/Transferor within 18 calendar months after showing proof of acquisition/construction
and clearance from BIR.

33 Buy and 5ell (Procurement) / Loan Releases Escrow

This is usually resorted to in a Deed of Conditional Sale, Contract to Sell, or Long-term purchase
agreements. The buyer or seller delivers certain assets, documents, source codes to the Escrow
agent as specified in the comtract or upon fulfillment of the contract or service. Release of funds,
securities, legal documents, TCTs/CCTs, or source codes will only be triggered upon fulfillment
of the conditions of the contract or service by either or both parties to the agreement

34 Escrow Services for Funds/Assets under Dispute of Ownership
This arrangement is resorted to for assets where ownership is under dispute by two or more

parties. This arrangement could be triggered by a court order or the mutual consent of all
parties. The funds or assets are set aside and held and received by an Escrow Agent until a fimal

Updated: 19 Movember 2021 Page 32 of 36
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Annex B

Official identification documents shall include any of the following:

1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

e Passport e Maritime Industry
Driver's License Authority (MARINA) ID
Professional ¢ National Bureau of
Regulation Investigation (NBI)
Commission (PRC) Clearance
ID ¢ Police Clearance

Postal ID
Tax Identification Number

¢ Government Service
Insurance System

(GSIS) e-Card (TIN) card
e Social Security ¢ Integrated Bar of the
System (SSS) Card Philippines (IBP) ID
e VotersID e Senior Citizen Card
e Philhealth ID e Barangay Certification
s Seaman’s Book
+ PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,
Passport,
Alien Certificate of Registration,

* & o @

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional

document)
¢ Birth Certificate issued by the PSA

* o

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

Overseas Workers Welfare
Administration (OWWA) ID
Overseas Filipino Workers ID
Department of Social Welfare
and Development (DSWD)
Certification

Certification from the National
Council on Disability Affairs
(NCDA), per Bangko Sentral
ng Pilipinas Circular No. 792,
Series of 2013

Birth Certificate issued by the
Philippines Statistics
Authority (PSA)
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Annex C

Trust/Treasury Products Documentary Requirements

Trust Products

Order Ticket

Client Agreement For Fixed-Income Securities
Data Privacy Consent Form for Investors

Risk Disclosure Statement

Client Suitability Assessment

Acknowledgement to Invest In Specific Instruments
Special Power of Attorney

Investor’s Undertaking

Other KYC Documents required by the Branch

T T@ e o0 oD

Treasury Products

Client Suitability Assessment

Acknowledgment to Invest in Specific Instruments, as applicable
Risk Disclosure Statement

Client Agreement

Order Ticket

Data Privacy Consent Form

For Government Securities

@000 oo

= |nvestor’s Undertaking
= Special Power of Attorney

h. For Corporate Securities

= Primary Market: Application to Purchase/BIR and valid Tax Exemption
Certificate (for tax-exempt institutions) and other documents required by
the Issuer

= Secondary Market: PDTC Investor Registration Form, PDTC Specimen
Signature Sheet and other documents required by PDTC
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36.

Updating of Bank Records — Change in Account Details

This service includes the updating of customer’s records at the Branch of
Account in view of any change of information as follows:

a. Change in Account Name as a result of marriage, separation and/or an
exercise of an option by the depositor
b. Change in Address/Contact Details and/or any other material information of

the customer

c. Change of Account Signatory/ies and Key Officers

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

For Individuals:

Individuals, Government and Private Institutions

1.

Copy of evidence of deposit — CTD,
ATM Card, Saving/ESP Passbook

Issued by the Bank upon Account Opening

2.

Valid photo bearing government-issued
ID preferably with address in the name
of the depositor/authorized signatory
One (1) photocopy; original to be
presented)

Notes:

e Please see Annex A for
complete list of Acceptable IDs

e Presentation of Utility Bills, Bank or
Credit Card Statement, Barangay
Clearance or Certificate  of
Residency if the ID’s presented has
no complete address/ has lacking
details in the Bank’s
System/change of address

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

Photocopy of Marriage
Certificate/Certificate of Finality/Birth
Certificate, if applicable (original to be
presented) (1 copy)

Philippine Statistics Authority/Local Civil
Registry/Regional Trial Court

Page B-240




CHECKLIST OF REQUIREMENTS

 WHERE TO SECURE

For Government and Private Institutions

In addition to items 1-3 above, the following shall be submitted:

1. Original copy of Resolution/ Secretary | From the Board/Corporate Secretary of the
Certificate requesting for the change in | Institution/Authorized Signatories/Approving
Account Details Authority of the Government Agency

AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to None 10 Minutes New Accounts Clerk
person customer (NAC),
responsible once concern LBP Branch
called and present
the reference
number generated
through DOBS
together with the
documentary
requirements
indicated above
None 1.2 Verify the None 10 Minutes Document Examiner,
documents LBP Branch
presented

None 1.3 Review and None 20 Minutes | Branch Service Officer
approve the (BSO)/Branch
transaction Operations Officer
accordingly, (BOO)/B;ga;_Il;ch Head
then process LBP Branch
the transaction
in accordance
with the
request

None 1.4 Issue None 2 Minutes NAC,
new/updated LBP Branch
evidence of
deposit
account to
customer
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
2. Receive new/ None None None None
updated evidence
of deposit account
TOTAL None 42 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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37. Updating of Bank Records — Change in Account Type

This service includes the updating of customer’s records at the Branch of
Account in view of a request to change the existing Account Type from an
Individual Account to Joint “OR” or “AND”

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Individuals

1. Copy of evidence of deposit Issued by the Bank upon Account Opening
2. Photocopy of one (1) valid photo Any government agency issuing identification
bearing government-issued ID cards (DFA, GSIS, SSS, LTO, PRC, etc.)

preferably with address in the name of
the customer (original to be presented)

(1 copy)

Notes:

e Please see Annex A below for
complete list of Acceptable IDs

e Presentation of Utility Bills, Bank or
Credit Card Statement, Barangay
Clearance or Certificate of
Residency if the ID’s presented has
no complete address/ has lacking
details in the Bank’s
System/change of address

AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Attend to None 10 Minutes New Accounts Clerk
person customer (NAC),
responsible once concern LBP Branch

called and present
the reference
number generated
through DOBS
together with the
documentary
requirements
indicated above
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.2 Verify the None 5 Minutes Document Examiner,
documents LBP Branch
None 1.3 Review and None 10 Minutes | Branch Service Officer
approve the (BSQO)/Branch
transaction, Operations Officer
then process (BOO)/Bgﬁch Head
Fhe transaction LBF( Brél’nch
in accordance
with the
request
None 1.4 |Issue None 2 Minutes NAC,
new/updated LBP Branch
evidence of
deposit
account to
customer
2. Receive None None None None
new/updated
evidence of
deposit account
TOTAL None 27 Minutes
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Annex A

Official identification documents shall include any of the following:
1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

s Passport e Maritime Industry o Overseas Workers Welfare

¢ Driver's License Authority (MARINA) ID Administration (OWWA) ID

¢ Professional ¢ National Bureau of ¢ Overseas Filipino Workers ID
Regulation Investigation (NBI) ¢ Department of Social Welfare
Commission (PRC) Clearance and Development (DSWD)
ID ¢ Police Clearance Certification

¢ Government Service e Postal ID ¢ Certification from the National
Insurance System e Tax ldentification Number  Council on Disability Affairs
(GSIS) e-Card (TIN) card (NCDA), per Bangko Sentral

e Social Security e Integrated Bar of the ng Pilipinas Circular No. 792,
System (SSS) Card Philippines (IBP) ID Series of 2013

e VotersID e Senior Citizen Card o Birth Certificate issued by the

e Philhealth ID « Barangay Certification Philippines Statistics

e Seaman’s Book Authority (PSA)

e PhillD

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

PhillD,

Passport,

Alien Certificate of Registration,

Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

e & o o

3. For Filipino Students

e PhillD

e School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional
document)

e Birth Certificate issued by the PSA
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38. Withdrawal

This service covers the processing of over-the-counter withdrawal made by the
depositor or its authorized representative for debit from the account of the
depositor maintained at the Branch of Account (ON-US) or at any other
LANDBANK Branch (Inter-Branch) nationwide.

This includes withdrawal from any of the following deposit accounts:
a. Savings Deposit Account
b. Demand Deposit Account

LBP Branch
Simple
G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Individuals, Government and Private Institutions

1. A copy of evidence of deposit, as Issued by the Bank upon Account Opening
applicable

2. Properly accomplished Withdrawal Slip | LBP Branch Lobby

3. Notarized Special Power of Attorney Depositor

(SPA) One (1) original copy plus one
valid photo bearing government-issued
ID of the representative, if applicable
One (1) original
Note: Withdrawal above P100,000.00 through representative requires confirmation from
the depositor.
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AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Proceed to the 1.1 Receive and None 5 Minutes

person responsible verify

once called and completeness,

present properly validity, and

accomplished accuracy of

Withdrawal Slip information on
the
Withdrawal
Slip :
Up to
£100,000.00 Teller,

LBP Branch
Above
£100,000.00, D .
then forward ocument Examiner,
LBP Branch

to Teller for
processing

None 1.2 Confirm with None 15 Minutes Document Examiner,
the depositor if LBP Branch
withdrawal
through
representative
then forward
to Teller for
processing

None 1.3 Process the See 5 Minutes Teller,
transaction Annex A LBP Branch

below

None 1.4 If applicable, 2 Minutes | Branch Service Officer
review and (BSO)/Branch
approve the Operations Officer
transaction (BOO)/ % 5;_’17)0’7 Head
accordingly LBP Branch

Page B-247




AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
None 1.5 Pay the None 3 Minutes Teller,
depositor/ LBP Branch
authorized
representative
and provide a
copy of the
validated cash
withdrawal slip
2. Receive cash and | None None None None
a copy of the
validated cash
withdrawal slip, as
applicable
TOTAL See 30 Minutes
Annex A
below
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Annex A
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Bank Ceortification on Deposit Balances PHPZ00.00/
{for all kinds of bank deposit certification except those covered in MOAMOLY certification
Bank Guarantese Against Deposit (BGALDY) PHP400.00
B. Request for Video (CCTV) Footage
Sarvice Charge
For VIEWING For RELEASING
LANDBAMNK Clients/ = PHPS00,000.00 PHPS00.00 PHP,000.00
Depositors = PHPS00,000.00 Waived Waived
Non-LANDBANEK Clients/
Depositors - PHP1,500.00 PHP,500.00

C. LANDBANK Phone Access (LPA)

Fee

Fund Transfer PHP25.00/transaction
D. Checks
pricerree
Perzonal Checkbook (Booklet of 50 pes.) PHP300.00
Commercial Checkbook (Booklet of 100 pcs.) PHPG00.00
MDS Checkbook (Booklet of 100 pcs.) PHPE00.00
Manager's Chack PHPS0.00
Gift Check PHP5E.00

Continuouws Form Check/Othar Customized Checks

To be based on the approved
amrangements and design per
Mamorandum of Agreement

E. Check Warehousing Facility

Fee
Acceptance of Post-Dated Check (PDC) PHP40.00
Pull-out by depositor PHPA Q0.0
Rasetting of Cradit Date PHPA 0000

F. Safe Deposit Box (SDB)

Rental Fee
a) 5" x 5" x 29" PHPA,000/year
b) 3" x 10" x 24" PHPA,200/year
c) 5" x10" x 24" PHPA,400/year
d) 107 x 10" =% 24™ PHPA,800/year

2] Any other sizes not specified

For BBS Head Approwval

Conditions on the use of SDB:

2. Rental Fee iz waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDE
4. SDB contract is valid for two (2) years

1. To avail of SDB, depositor must have account’s with total ADB of at least PHP200,000
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39.

Application for Outgoing Remittance/Wire Transfer

This covers outgoing

remittances/wire transfer to foreign and domestic

destination which can be either for debit from the account or paid through cash or
On-us checks.

LBP Branch

Simple

G2C — Government to Citizen; G2B — Government to Business;
G2G — Government to Government

Valid photo bearing government-
issued ID in the name of the
customer/depositor/authprized
signatory/ies (original to be presented)
(One [1] photocopy)

Note: Please see Annex A below for
complete list of Acceptable IDs

Individuals, Government and Private Institutions

Any government agency issuing identification
cards (DFA, GSIS, SSS, LTO, PRC, etc.)

Electronic Fund

Transfer, and
Gift Check
(AMFEG)

completeness
and validity of
information in
AMFEG, then
forward to DE
for verification

2. Properly filled-out Application for LBP Lobby Counter
Manager’s Check, FX Demand Draft,
Electronic Fund Transfer, and Gift
Check (AMFEG)
3. Cash/On-us check Customer
4. Deposit Account Depositor
AGENCY FEES TO PROCESSING PERSON
CLIENT STEPS ACTIONS BE PAID TIME RESPONSIBLE
1. Fill-out the 1.1 Perform KYC None 13 Minutes New Accounts Clerk
Application for (know-your (NAC)
Manager’s customer) LBP Branch
Check, FX procedures,
Demand Draft, check
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CLIENT STEPS

AGENCY
ACTIONS

FEESTO
BE PAID

PROCESSING
TIME

PERSON
RESPONSIBLE

None

1.2 Verify, review
and approved
the
transaction
accordingly.
Forward
AMFEG to the
Teller/CASA
Bookkeeper
for processing

None

10 Minutes

Document Examiner
BSO/BOO/BH,
LBP Branch

us Check

Present Cash/On-

2.1 Process the
transactions
accordingly.
Return
AMFEG to
NAC.

See
Annex B
Below

20 Minutes

Teller
CASA Bookkeeper
BSO/BOO/BH,
LBP Branch

3. Receive copy of
AMFEG

3.1 Give copy of
validated
AMFEG to the
customer/depo
sitor

None

2 Minutes

None

TOTAL

See
Annex B
Below

45 Minutes
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Annex A

Official identification documents shall include any of the following:

1. For Filipino Citizens

Those issued by any of the following official authorities:

a. Government of the Republic of the Philippines, including its political subdivisions,
agencies, and instrumentalities, such as but not limited to the following:

e Passport
o Driver's License
¢ Professional

e & o @

Regulation
Commission (PRC)
ID

Government Service
Insurance System
(GSIS) e-Card
Social Security
System (SSS) Card
Voter's ID
Philhealth 1D
Seaman’s Book
PhillD

Maritime Industry .
Authority (MARINA) ID
National Bureau of
Investigation (NBI)
Clearance

Police Clearance
Postal ID .
Tax Identification Number
(TIN) card

Integrated Bar of the
Philippines (IBP) ID

Senior Citizen Card .
Barangay Certification

. o

Overseas Workers Welfare
Administration (OWWA) ID
Overseas Filipino Workers |ID
Department of Social Welfare
and Development (DSWD)
Certification

Certification from the National
Council on Disability Affairs
(NCDA), per Bangko Sentral
ng Pilipinas Circular No. 792,
Series of 2013

Birth Certificate issued by the
Philippines Statistics
Authority (PSA)

b. Government-Owned or -Controlled Corporations (GOCCs); or

c. Covered persons registered with and supervised or regulated by the Bangko Sentral
(BSP), Securities and Exchange Commission (SEC) or Insurance Commission (IC)

2. For Foreign Nationals

e & o o

PhillD,
Passport,

Alien Certificate of Registration,
Other identification documents issued by the Government of the Republic of the
Philippines, including its political subdivisions, agencies, and instrumentalities

3. For Filipino Students

L]

PhillD

¢ School ID signed by the school principal or head of the educational institution (In
case the ID presented does not bear the signature of the Principal or Head of the
educational institution, a Registration Form can be presented as additional

document)

¢ Birth Certificate issued by the PSA
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Bank Certification on Deposit Balances PHE200.00/
{for all kinds of bank deposit centification excaept those coverad in MOAMOLY certification
Bank Guarantee Against Deposit (BGALDY) PHP400.00

B. Request for Video (CCTV) Footage

Sarvice Charges
For VIEWING For RELEASING

LANDBAMK Cliants/ = PHPS00Q,000.00 PHPS00.00 PHPA 000,00

Depositors > PHPS0:0,000.00 Waived Waived

MNon-LANDBANEK Clisnts/

asitors - PHP1,500.00 PHPA,500.00
C. LANDBANK Phone Access (LPA)
Service Fee

Fund Transfar PHP25.00/transaction
D. Checks
| TwesofCheokbook | Price/Fee

Personal Checkbook (Booklet of 50 pcs.) PHP300.00

Commercial Checkbook (Booklet of 100 pcs.) PHPG00.00

MDS Checkbook (Booklet of 100 pes.) PHPE00.00

Manager's Chack PHPS0.00

Gift Check PHP55.00

Continuous Form Check/Other Customized Chacks

To be based on the approved
ammangements and design per
Memorandum of Agreement

E. Check Warehousing Facility

H

Ti Fee
Acceptance of Post-Dated Check (PDC) PHP10.00
Pull-out by depoasitor PHPA 0000
Reasatting of Cradit Date PHPA 0000

F. Safe Deposit Box (SDEB)

Rental Fee
a) 5" x 5" x 24" PHPA,000/year
b) 3" x10" x 24" PHP1,200/year
c) & x10" x 24" PHP1,400/year
d) 10" x 10" x 24~ PHP1,800/year

2) Any other sizes not specified

For BBS Head Approval

Conditions on the use of SDB:

2. Bental Fee is waived if ADB is at least PHP1.0M at any time

3. Deposit for the key is PHP2,000 regardless of size of SDE
4. SDB contract is valid for two (2) years

1. To avail of SDB, depositor must have account/s with total ADB of at least PHP200,000
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